
 STATE OF NEW HAMPSHIRE 
 BUREAU OF PURCHASE AND PROPERTY 

 STATE HOUSE ANNEX 

 25 CAPITOL STREET 

 CONCORD, NEW HAMPSHIRE 03301-6398 

 

 ADDENDUM # 2 TO BID INVITATION #1519-13    
 

DATE OF BID OPENING:  4/4/13                 TIME OF BID OPENING: 2:30 PM  

 

FOR:  Mobile Data Collection and Management Services  DATE POSTED:  2/7/13 

 
Clarification: 

Q:  Page 19 of 84, Section A-5 NHLC Project 

This section describes a manual  inspection form that is completed by the Regional Supervisors when they visit 

the stores and perform a facility inspection.    

 

Could you please send us a copy of the paper form? 

 

A: Please see attached pages 

 

Currently Reads As: 

4.3 Vendor Conference 

A non-mandatory Vendor Conference will be held at the following location on the date and at the 

time identified in Section 2: Schedule of Events:  

 

New Hampshire Department of Administrative Services 

25 Capitol Street – Room 102 

Concord, New Hampshire 03301 

 

Change To Reads As: 

4.3 Vendor Conference 

A non-mandatory Vendor Conference will be held at the following location on the date and at the 

time identified in Section 2: Schedule of Events:  

 

New Hampshire Department of Information Technology 

27 Hazen Drive – RM 148 

Concord, New Hampshire 03301 

 

For vendors wishing to call in there will be a limited number of teleconference lines available.  The call in 

number shall be distributed to vendors registered by the date specified in Section 2. Schedule of Events.  

 

PURCHASING AGENT: Paul Rhodes 

TEL. NO.: 603/271-3350  

 

NOTE:   IN THE EVENT THAT YOUR BID INVITATION HAS BEEN SENT TO THIS OFFICE PRIOR TO 

RECEIVING THIS ADDENDUM, RETURN ADDENDUM WITHIN THE SPECIFIED TIME WITH 

ANY CHANGES YOU MAY WISH TO MAKE AND MARK ON THE REMITTANCE 

ENVELOPE BID INVITATION NUMBER AND OPENING DATE.  RETURNED ADDENDA WILL 

SUPERSEDE PREVIOUSLY SUBMITTED BID. 



 

BIDDER____________________________ ADDRESS ____________________________ 

 

BY________________________________      

 (this document must be signed) 

 ________________________________  TEL. NO.____________________________ 

 (please type or print name) 

 

 

 

 

 



[image: image1.jpg]STORE VISIT REPORT

AREA #     

LOCATION:       


STORE CONTACT:       

DATE:       
TIME:                 



1 = Unacceptable
 2 = Poor 
3 = Average 
4 = Above Average 
5 = Outstanding

		1.  EXTERIOR CONDITIONS


		  1  2  3  4  5



		
a.  Parking lot/area clean; trash receptacles clean and cigarette urns presentable

		 FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 




		
b.  Entrance/exit area/vestibules clean/clear

		 FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 




		
c.  Windows- clean/free of clutter.

		 FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 




		
d.  Monthly promotional window signs visible

		 FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 




		
e.   Exterior lighting functioning properly

		 FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 




		
f.    Exterior signs operational/fully lit

		 FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 




		
g.       

		 FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 






		2.  INTERIOR CONDITIONS

		  1  2  3  4  5



		a. Floors clean/next scheduled floor maintenance


Cleaned on:             Next Cleaning Scheduled:       

		 FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 




		
b.  All ceiling, cornice and accent lighting operational

		 FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 




		
c.  All register areas clean, uncluttered and well merchandised

		 FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 




		
d.  Gift cards adequately presented

		 FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 




		
e.  Nip rack(s) well stocked and clean

		 FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 




		
f.  Shelving clean and stocked

		 FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 




		
g.  Instant Lottery dispensers full with display tickets visible

		 FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 




		
h.  Office clean and organized

		 FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 




		
i.  Warehouse and backroom clean and well organized

		 FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 




		
j.  Restrooms clean and orderly

		 FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 




		
k.       

		 FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 






		3.  MERCHANDISING

		  1  2  3  4  5



		
a.  Monthly Sale Signage (window signage, 22x28 signage, 11x17 signage, all visible and in adequate amounts)

		 FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 




		
b.  Monthly Shelf Sale Tags displayed

		 FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 




		
c.  Displays with proper POS, pricing and no handwritten signage

		 FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 




		
d.  Displays fully and appropriately sized

		 FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 




		
e.  In compliance with both monthly floor planners

		 FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 




		
f.  Shelving faced and adequately stocked.

		 FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 




		
g.  Celebrate NH Books available and well merchandised

		 FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 




		
h.  Gift card POS affixed and current

		 FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 




		
i.  In store messaging operational and at appropriate volume

		 FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 




		
j.       

		 FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 






		4.  EMPLOYEES

		  1  2  3  4  5



		
a.  Name tags worn by all employees

		 FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 




		
b.  Dress code followed by all employees

		 FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 




		
c.  Proper and serviceable attire

		 FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 




		
d.  Proper staffing; schedule reflects business needs of the store

		 FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 




		
e.  Number of full time employees on duty:   

		     



		
f.  In compliance with cell phone policy

		 FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 




		
g.       

		 FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 








		5.  FINANCIAL ISSUES

		  1  2  3  4  5



		
a.  Safe locked; receipt money; change fund and petty cash secure

		 FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 




		
b. Office locked.

		 FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 




		
c. Safe and Petty cash balance.  Safe:         Petty Cash:       

		 FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 




		
d. Lottery tickets secured.

		 FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 




		
e.  Compliance with Affidavit Policy verified

		 FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 




		
f.  Video equipment operational and maintained

		 FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 




		
g.       

		 FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 




		6.  FORMS

		  1  2  3  4  5



		
a.  Three week work schedule posted

		 FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 




		
b.  Affidavits secure and up to date

		 FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 




		
c.  “GREEN” Folder (Ethics/Store Ops Manual/Sexual Harassment/PCI) up to date

		 FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 




		
d.  Over/Short Reports Initialed and Signed

		 FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 




		
e.  Maintenance log current

		 FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 




		
f.  Store Key Log Sheet complete

		 FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 




		
g.  List any Maintenance concerns:      

		 FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 




		
h.       

		 FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 






		7.  EOD FINANCIAL

		  1  2  3  4  5



		
a.  Refund Slips

		 FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 




		
b.  Lottery Reports

		 FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 




		
c.  Bank Audit reports

		 FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 




		
d.  Deposit Slips / Bank deposits made daily

		 FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 




		
e.  Redeemed Coupons

		 FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 




		
f.       

		 FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 






		8.  REPORTS REVIEWED

		  1  2  3  4  5



		
a.  Class 50 (Budget vs Actual)             vs.       

		 FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 




		
b.  W-8 Financial

		 FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 




		
c.  Voids

		 FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 




		
d.  Returns

		 FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 




		            e.  Absolute Levels (Inventory)

		 FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 




		            f.  Store Schedules

		 FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 




		            g.       

		 FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 
  FORMCHECKBOX 






Revised March 21, 2012

COMMENTS:







