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PROCESS SERVER SERVICES
Requisition:				35512
Code:					80121904
Effective Date:				September 01, 2016 – June 30, 2021
Specifications/Scopes:
A.1.	The Department of Children’s Services (DCS) is required by statute to notify a perpetrator, that they have been substantiated for child abuse or neglect and offer the individual(s) an opportunity to request a Formal File Review. This contract seeks the services of a professional Process Service to locate individuals, statewide, for whom notices are required to be sent, deliver the notice of substantiation and receive in return a statement, in a form approved by the Department, acknowledging the service. 
a. The State shall:

1. On a weekly basis provide the Contractor with an electronic copy of the notification letters that shall be delivered.  The most current information available to the DCS on each individual(s) will be included in the letter;

2. Provide a statement for each letter to be completed by the Contractor upon delivery of the letter or completion of due diligence.  DCS shall provide to the Contractor two (2) points-of-contact, within DCS, that will oversee and facilitate all interactions related to this contract; 

3. Be entitled at all times to be advised, at its request, as to the status of work being performed by the Contractor and of the details thereof.

b. The Contractor shall provide the following services statewide:

1. Upon receipt of the electronic notification letter, the Contractor will print a copy for   delivery to the individual(s) listed;

2. Use available resources at his/her disposal having made three (3) attempts to locate and deliver the notifications to the individual(s);
 
3. Date the letter upon delivery to the individual(s), as well as, sign and date a statement, in a form approved by the Department, that is returned to DCS;

4. Deliver  the notifications to the individual(s), within thirty (30) business days, of receipt of the letter by the Contractor;

5. Provide a statement, in a form approved by the Department, for each notification letter delivered or attempted to be delivered, detailing the circumstances of the delivery (how person was successfully identified) or steps taken for due diligence Delivery to any person who is not identified on the letter is NOT permissible;

6. Shall submit to DCS all statements, in a form approved by the Department, for each individual(s) served within ten (10) business days of the delivery or attempted delivery and provide the following additional information:

· Updated address and contact information for the individual(s) for whom the letter was delivered;

7. On a monthly basis, the Contractor will reconcile the letters that were received the previous month with the DCS point of contact. The Contractor shall adhere to all the laws and statutes governing Process Server’s in Tennessee as applicable with the exception of Service on Sundays; and,

8. Upon request, provide a notarized affidavit of service of the notification letter and if necessary, attend court hearings, when less than four (4) hours for testimony, to validate the legitimacy of the service. 
 
c. The Contractor shall provide the following Outcomes:

1. Delivery or attempted delivery of a minimum of eighty percent (80%) of letters to the identified individual(s) within thirty (30) days of receipt of the letter;

1. Return the remaining letters and the undeliverable letters, along with a statement of due diligence;

1. Use of available resources to locate the intended recipient (addressee) and deliver the DCS letters to the addressee.

Program Contact:
Stephanie L. Butler, Director of Internal Quality Control
Office of Child Safety
UBS, 10th Floor
315 Deaderick St.
Nashville, TN 37243

Additional Clauses:

1.	Confidentiality of Records. Strict standards of confidentiality of records and information shall be maintained in accordance with applicable state and federal law.  All material and information, regardless of form, medium or method of communication, provided to the Contractor by the State or acquired by the Contractor on behalf of the State that is regarded as confidential under state or federal law shall be regarded as “Confidential Information.”  Nothing in this Section shall permit Contractor to disclose any Confidential Information, regardless of whether it has been disclosed or made available to the Contractor due to intentional or negligent actions or inactions of agents of the State or third parties.  Confidential Information shall not be disclosed except as required or permitted under state or federal law.  Contractor shall take all necessary steps to safeguard the confidentiality of such material or information in conformance with applicable state and federal law.                
             The obligations set forth in this Section shall survive the termination of this Contract.

2. 	Personally Identifiable Information.  While performing its obligations under this Contract, Contractor may have access to Personally Identifiable Information held by the State (“PII”).  For the purposes of this Contract, “PII” includes “Nonpublic Personal Information” as that term is defined in Title V of the Gramm-Leach-Bliley Act of 1999 or any successor federal statute, and the rules and regulations thereunder, all as may be amended or supplemented from time to time (“GLBA”) and personally identifiable information and other data protected under any other applicable laws, rule or regulation of any jurisdiction relating to disclosure or use of personal information (“Privacy Laws”).  Contractor agrees it shall not do or omit to do anything which would cause the State to be in breach of any Privacy Laws.  Contractor shall, and shall cause its employees, agents and representatives to: (i) keep PII confidential and may use and disclose PII only as necessary to carry out those specific aspects of the purpose for which the PII was disclosed to Contractor and in accordance with this Contract, GLBA and Privacy Laws; and (ii) implement and maintain appropriate technical and organizational measures regarding information security to: (A) ensure the security and confidentiality of PII; (B) protect against any threats or hazards to the security or integrity of PII; and (C) prevent unauthorized access to or use of PII.  Contractor shall immediately notify State: (1) of any disclosure or use of any PII by Contractor or any of its employees, agents and representatives in breach of this Contract; and (2) of any disclosure of any PII to Contractor or its employees, agents and representatives where the purpose of such disclosure is not known to Contractor or its employees, agents and representatives.  The State reserves the right to review Contractor's policies and procedures used to maintain the security and confidentiality of PII and Contractor shall, and cause its employees, agents and representatives to, comply with all reasonable requests or directions from the State to enable the State to verify and/or procure that Contractor is in full compliance with its obligations under this Contract in relation to PII.  Upon termination or expiration of the Contract or at the State’s direction at any time in its sole discretion, whichever is earlier, Contractor shall immediately return to the State any and all PII which it has received under this Contract and shall destroy all records of such PII.
The Contractor shall report to the State any instances of unauthorized access to or potential disclosure of PII in the custody or control of Contractor (“Unauthorized Disclosure”) that come to the Contractor’s attention.  Any such report shall be made by the Contractor within twenty-four (24) hours after the Unauthorized Disclosure has come to the attention of the Contractor.  Contractor shall take all necessary measures to halt any further Unauthorized Disclosures.  The Contractor, at the sole discretion of the State, shall provide no cost credit monitoring services for individuals whose PII was affected by the Unauthorized Disclosure.  The Contractor shall bear the cost of notification to all individuals affected by the Unauthorized Disclosure, including individual letters and public notice.  The remedies set forth in this Section are not exclusive and are in addition to any claims or remedies available to this State under this Contract or otherwise available at law.

