Attachment 1 - BID #ETCO0006
ETF Outside Runs - Badger Road

Time First Stop Tasks Run Stops Tasks Last Stop
10:00 a.m. Daily | DOA Bldg. Drop off materials at DOA Finance (1a) Pickup any deliveries for ETF as DOA Bldg.
(Courier must be | 101 E Wilson ETF picked up at DOA Central noted below and drop off materials at | 101 E Wilson St.
on time.) St. DOA building. Pick Payroll (1b) each destination on return trip. 5" Floor

5" Floor up materials at ETF Office of State Rm 517A
Rm 517A to drop off at pick up Treasurer (1c) 1. a) DOA Finance
at stops listed under — Pick up materials on the 5™
Run Stops. floor in room 517A. In the room
Arrives at ETF DOA Bldg. you will find a mail station with
between 10:20 101 E Wilson St. slots for each state agency.
a.m.-10:30 a.m. 5" Floor -Drop off the “Finance”
Rm 517A deliveries in the bin marked
Return to DOA. “State Controller Drop Off”.
Run time — 60 ETF b) DOA Central Payroll —
minutes 801 W Badger Rd -Pick up materials on the 5" floor
8 miles round Loading Dock (ring inroom 517A
trip bell) - Pull materials for ETF.
-Drop off deliveries in the bin
marked “State Controller Drop
Off”.
¢) Office of State Treasurer —
-Pick up inter-d envelopes on 5"
floor in letter tray.
- Pick up any deliveries for ETF
in letter slot marked ETF515.
-Drop off inter-d envelopes in
bin marked “State Controller Drop
Off”.
End of Run —
Take materials from all pickups to return to DOA by
ETF. 11 am.




Time First Stop Tasks Run Stops Tasks Last Stop
1:00 p.m. Daily DOA Bldg. Drop off materials at DOA Finance (1a) Pickup any deliveries for ETF as DOA Bldg.
(Courier must be | 101 E Wilson ETF picked up at DOA Central noted below and drop off materials at | 101 E Wilson St.
on time.) St. DOA building. Pick Payroll (1b) each destination on return trip. 5" Floor
5" Floor up materials at ETF Office of State Rm 517A
Rm 517A to drop off at pick up Treasurer (1c) 1. a) DOA Finance
at stops listed under — Pick up materials on the 5"
Run Stops. DOA Bldg. floor in room 517A. In the room
Arrives at ETF 101 E Wilson St you will find a mail station with
between 1:20 5" Floor slots for each state agency.
a.m.-1:30 p.m. Room 517A -Drop off the “Finance”
deliveries in the bin marked
Return to DOA ETF “State Controller Drop Off”.
801 W Badger Rd
Loading Dock (ring b) DOA Central Payroll —
bell) -Pick up materials on the 5" floor
in room 517A.
- Pull materials for ETF.
-Drop off deliveries in the bin
marked “State Controller Drop
Off”.
¢) Office of State Treasurer —
-Pick up inter-d envelopes on 5"
floor in letter tray.
- Pick up any deliveries for ETF
in letter slot marked ETF515.
- Drop off inter-d envelopes in
bin marked “State Controller
Drop Off™.
Take materials from all pickups to
ETF.
End of Run —
return to DOA by

2 p.m.




Time

First Stop

Tasks

Run Stops

Tasks

Last Stop

Upon request
only stops

-not part of the
“Fixed Cost per
Month Invoiced
Monthly”

-addresses are
subject to change

ETF

801 W Badger
Rd

Loading dock
door

Pick up materials to
be delivered to drops
listed under Run
Stops when
requested.

DOA Print-
Computer Center
202 S Thornton Ave
(accessible from
front loading dock
area)

DOA InfoTech

DOA Bldg.

101 E Wilson St
4™ Floor
Receptionist Desk

DOA Print-Computer Center —
drop off materials marked for
delivery. Walk to the door
located at the front dock area.
On the table inside the entrance,
you will find reports marked for
ETF. If you need assistance, you
can use the telephone next to the
table and call someone in the
printing area or you can ask for
assistance from the DOA Inter-d
Mailroom staff. Place any
deliveries on the table.

2. DOA InfoTech. Drop off only.
Take materials to receptionist
desk

on 4™ Floor.

Bring any
deliveries picked
up to ETF, 801 W
Badger Rd,
loading dock
door.
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