REQUEST FOR BID #32-06
June 5, 2006
OFFICE OF STRATEGIC PROCUREMENT
UNIVERSITY OF MAINE SYSTEM

16 CENTRAL STREET

BANGOR, MAINE 04401

REQUEST FOR BIDS
FOR PICKUP AND DELIVERY SERVICES (MAIL AND RECYCLABLES) 

FOR THE UNIVERSITY OF MAINE SYSTEM OFFICE
1.0
GENERAL INFORMATION

1.1
The University of Maine System is seeking bids for pickup and delivery services according to the following specifications.

1.2
Definition of Parties:  The University of Maine System will hereinafter be referred to as the "University."  Respondents to the RFB shall be referred to as "Bidders."  The Bidder to whom the contract is awarded shall be referred to as the "Contractor."

1.3
Award:  It is the intent of the University to award this bid all to one vendor.  The University reserves the right to conduct any tests it may deem advisable, and to make all evaluations.  The University reserves the right to reject any or all bids, in whole or in part, and is not necessarily bound to accept the lowest bid if that bid is contrary to the best interests of the University.  The University reserves the right to waive minor irregularities.  Scholarships, donations, or gifts to the University will not be considered in the evaluation of bids.  A bid may be rejected if it is in any way incomplete or irregular.  When there are tie bids, there shall be a preference for “in-state bidders”.  When tie bids are both in-state or both out-of-state, the award will be made to the bid that arrives first at the University of Maine System.

1.4
Bid Envelope: If a special envelope is not furnished, or if return in the special envelope is not possible, the signed bid should be returned in an envelope or package, sealed and identified as follows:

From  ________________
__________
__________
__________




Name


 Due Date
   

Time

  Bid No.

1.5
Communication with the University: It is the responsibility of the bidder to inquire about any requirement of this RFB that is not understood.  Responses to inquiries, if they change or clarify the RFB in a substantial manner, will be forwarded by addenda to all parties that  have received a copy of the RFB.  The University will not be bound by oral responses to inquiries or written responses other than addenda.

Inquiries must be made to:
Hal Wells

Office of Strategic Procurement 

University of Maine System

16 Central Street

Bangor, Maine 04401

(207) 973-3313
1.6
Costs of Preparation: Bidder assumes all costs of preparation of the bid and any presentations necessary to the bidding process.

1.7
Evaluation: Award will be made to the low bidder provided that all other requirements are satisfactorily met.  However, consideration will be given to experience and references.
1.8
Submission: A signed original plus one (1) copy of the bid must be received at the Office of Strategic Procurement, University of Maine System, 16 Central Street, Bangor, Maine 04401, in a sealed envelope by 2:00 P.M. Thursday, June 22, 2006 for a public opening.  Bidders are strongly encouraged to submit bids in advance of the due date to avoid the possibility of missing the 2:00 deadline due to unforeseen circumstances.  Bidders assume the risk of the methods of dispatch chosen.  The University assumes no responsibility for delays caused by any package or mail delivery service.  A postmark on or before the due date WILL NOT substitute for receipt of bid.  Bids must be date and time stamped by the University on time to be considered.  In the event of suspended University operations, all bid openings will be rescheduled for the next regularly designated business day at the same time and location.   Bids received after the due date and time will be returned unopened.  Additional time will not be granted to any single bidder, however, additional time may be granted to all bidders when the University determines that circumstances require it.  FAXED BIDS OR E-MAIL BIDS WILL NOT BE ACCEPTED.

1.9
Award Protest: Bidders may appeal the award decision by submitting a written protest to the Director of Strategic Procurement within five (5) business days of the award notice, with a copy of the protest to the successful bidder.  The protest must contain a statement of the basis for the challenge.


1.10
Debarment: Submission of a signed bid or proposal in response to this solicitation is certification that your firm (or any subcontractor) is not currently debarred, suspended, proposed for debarment, declared ineligible, or voluntarily excluded from participation in this transaction by any State or Federal department or agency. Submission is also agreement that the University will be notified of any change in this status. 


1.11
Bid Understanding: By submitting a bid, the bidder agrees and assures that the specifications are adequate, and the bidder accepts the terms and conditions herein.  Any exceptions should be noted in your response.

2.0
CONTRACT TERMS

2.1
Assignment: Neither party of the contract shall assign the contract without the prior written consent of the other, nor shall the Contractor assign any money due or to become due without the prior written consent of the University.

2.2
Cancellation of Contract: The University reserves the right to cancel the contract with thirty (30) days written notice or to cancel contracts immediately if the contractor does not conform to the terms and conditions of the contract.  Cancellation does not release the Contractor from its obligation to provide goods or services per the terms of the contract during the notification period.

2.3
Clarification of Responsibilities: The Office of Strategic Procurement or its designee shall be the University’s authorized representative in all matters pertaining to the administration of this contract.  If the Contractor needs clarification of or deviation from the terms of the contract, it is the Contractor's responsibility to obtain written clarification or approval from Hal Wells at 207-973-3302. 

2.4
Contract Documents: If a separate contract is not written, the contract entered into by the parties shall consist of the Request for Bids, the signed bid submitted by the Contractor, the specifications including all modifications thereof, and a purchase order or letter of agreement requiring signatures of the University and the Contractor, all of which shall be referred to collectively as the Contract Documents.

2.5
Contract Modification and Amendment: The parties may adjust the specific terms of this contract (except for pricing) where circumstances beyond the control of either party require modification or amendment.  Any modification or amendment proposed by the Contractor must be in writing to the Office of Strategic Procurement.  Any agreed upon modification or amendment must be in writing and signed by both parties.

2.6
Contract Term: The contract term shall be for a period of one (1) year commencing upon July 1, 2006.  With mutual written agreement of the parties this contract may be extended for four additional one-year periods.

2.7
Contract Validity: In the event one or more clauses of the contract are declared invalid, void, unenforceable or illegal, that shall not affect the validity of the remaining portions of the contract.

2.8
Fidelity Bond: A Fidelity Bond which shall provide coverage of loss as a result of forgery; alteration of checks, drafts, or receipts; embezzlement; and for loss of money or securities with a limit of $1,000,000 shall be filed with the Office of Strategic Procurement, Hal Wells prior to commencement of the work.

2.9
Indemnification: The Contractor agrees to be responsible for, and to protect, save harmless, and indemnify the University from and against all loss, damage, cost and expense (including attorney's fees) suffered or sustained by the University or for which the University may be held or become liable by reason of injury (including death) to persons or property or other causes whatsoever, in connection with the operations of the Contractor or any subcontractor under this agreement.

2.10
Independent Contractor: Whether the Contractor is a corporation, partnership, other legal entity, or an individual, the Contractor is an independent contractor.  If the Contractor is an individual, the Contractor's duties will be performed with the understanding that the Contractor is a self-employed person, has special expertise as to the services which the Contractor is to perform and is customarily engaged in the independent performance of the same or similar services for others.  The manner in which the services are performed shall be controlled by the Contractor; however, the nature of the services and the results to be achieved shall be specified by the University.  The Contractor is not to be deemed an employee or agent of the University and has no authority to make any binding commitments or obligations on behalf of the University except as expressly provided herein.  The University of Maine System has prepared specific guidelines to be used for contractual agreements with individuals (not corporations or partnerships) who are not considered employees of the System.

2.11
Litigation: This Contract and the rights and obligations of the parties hereunder shall be governed by and construed in accordance with the laws of the State of Maine.  The Contractor agrees that any litigation, action or proceeding arising out of this Contract, shall be instituted in a state court located in the State of Maine.

2.12
Contractor's Liability Insurance: During the term of this agreement, the Contractor shall maintain the following insurance:



Insurance Type





Coverage Limit


1.  Commercial General Liability



$1,000,000 per occurrence or more


     (Written on an Occurrence-based form)
    
   (Bodily Injury and Property Damage)


2.  Automobile Liability





$1,000,000 per occurrence or more




    (Including Hired & Non-Owned)
   
  
   (Bodily Injury and Property Damage)

3.  Workers Compensation




Required for all personnel













(In Compliance with Applicable State Law)


The University of Maine System shall be named as Additional Insured on the Commercial General Liability insurance.



      Certificates of Insurance for all of the above insurance shall be filed with:


Office of Strategic Procurement


University of Maine System 


16 Central Street


Bangor, Maine 04401



Certificates shall be filed prior to the date of performance under this Agreement.  Said certificates, in addition to proof of coverage, shall contain the standard Acord statement pertaining to written notification in the event of cancellation, with a thirty (30) day notification period.



      As additional insured and certificate holder, the University should be included as follows:


University of Maine System 


16 Central Street


Bangor, Maine 04401

2.13
Parking Regulations and Use of Walkways: The Contractor's vehicles and those of their employees working on the University of Maine campus must be registered with the Department of Public Safety.  Unregistered vehicles on the University campus are subject to a parking violation ticket and/or towing off campus.  Contractors are advised that parking regulations are strictly enforced by campus police.  Towing will be at the Contractor's expense.  A copy of regulations can be obtained by calling Public Safety Parking Office at 581-4047.

2.14
Payments: For Mail Pick-up and Delivery, the University will make twelve (12) equal monthly payments to the Contractor.  For Recycled Material Pick-up and Delivery, an on-call service - the Contractor shall invoice the University monthly for services provided during the prior month.  Payment will be upon submittal of an invoice to the Office of Strategic Procurement by the Contractor on a net 30 basis unless discount terms are offered.

2.15
Sexual Harassment: The University is committed to providing a positive environment for all students and staff.  Sexual harassment, whether intentional or not, undermines the quality of this educational and working climate.  The University thus has a legal and ethical responsibility to ensure that all students and employees can learn and work in an environment free of sexual harassment.  Consistent with the state and federal law, this right to freedom from sexual harassment was defined as University policy by the Board of Trustees.  Failure to comply with this policy could result in termination of this contract without advanced notice.

2.16
Smoking Policy: The University of Maine System must comply with the "Work place Smoking Act of 1985" and MRSA title 22, 1541 et seq, "Smoking Prohibited in Public Places."  In compliance with this law, the University of Maine System has prohibited smoking in all University System buildings except in designated smoking areas.  This rule must also apply to all contractors and workers in existing University System buildings.  The Contractor shall be responsible for the implementation and enforcement of this requirement within existing buildings.

2.17
Employees: The Contractor shall employ only competent and satisfactory personnel and shall provide a sufficient number of employees to perform the required services efficiently and in a manner satisfactory to the University.  If the Contract Administrator or designee, notifies the Contractor in writing that any person employed on this contract is incompetent, disorderly, or otherwise unsatisfactory, such person shall not again be employed in the execution of this contract without the written consent of the Contract Administrator.

3.0
SPECIFICATIONS

3.1
Mail Pick-up and Delivery: Daily mail pick-ups and deliveries as described below, Monday through Friday, July 1st through June 30th of each contract year, except the holidays noted below.  Note: for this paragraph, all references to 16 Central Street are to the Reception Desk, 3rd floor.  Elevator service is available.
Pick up mail for the Shared Processing Center (SPC), at Bangor Post Office (caller service – P.O. Box 412) before 8:30 a.m.  NOTE: Contractor personnel picking up mail at the Post Office will have to be registered with the Post Office.
Pick up mail at 16 Central Street by 9:30 a.m.

Deliver to UM campus, Orono, before 11:00 a.m. as follows:

· Mail from Post Office to Shared Processing Center (SPC), Neville Hall (UNET), 1st floor
· Large suitcase to UNET, Neville Hall
· Small suitcase to Alumni Hall

· Mail bag to UM mail room, Keyo Building

· Other mail / packages as marked
Deliver mail from the UM campus, Orono to 16 Central Street not later than noon

Pick up checks/deposits from 16 Central Street at 2:30 p.m. and deliver to the Bank of America, Bangor office.
3.2
Recycled Material Pick-up and Delivery:
On call - pick-up recyclable materials from 16 Central Street loading dock (Franklin Street side of the building).  Deliver newspapers and magazines to the Bangor Public Works recycling facility.  Deliver paper, cardboard, metal to the Sawyer Environmental Recovery Facility in Hampden.

3.3
Holidays:

Independence Day
Labor Day

Columbus Day

Veteran’s Day

Thanksgiving Day

Day after Thanksgiving Day

Christmas Day

New Year’s Day

Martin Luther King, Jr. Day

President’s Day
Patriot’s Day

Memorial Day
3.4
Volume: The volume of incoming mail for the Shared Processing Center (SPC) will vary.  This is a new function so we can only speculate on the volume but we estimate that it will increase to hundreds of pieces a day between November and March; and decrease from April through October.
4.0
SUBMISSION REQUIREMENTS


4.1
Pricing, Mail Pick-up and Delivery: First Year Pricing - bidders must submit cost to the University for one (1) year of service.  Include all costs for labor, materials, equipment and related items.




Cost for first year of service:



$_______________________________



Recycled Material Pick-up and Delivery: First Year Pricing – for this on-call service bidders must submit cost-per-call to the University for one (1) year of service.  Include all costs for labor, materials, equipment and related items.



Cost-per-call for first year of service:

$__________________________________


4.2
Subsequent Year Pricing: The above price structure will remain in place for the initial term of the contract, one (1) year.  Based on this pricing, indicate how pricing for each of the four additional option years of the contract would be calculated, if changing.


4.3
Equipment: Bidders must indicate the equipment they now own and equipment they plan to purchase for this contract.


4.4
Personnel: Bidders must provide information on the number of employees available to service this contract.


4.5
Insurance Certificate / Fidelity Bond: Bidders shall submit certificates(s) of insurance indicating amount and types of coverage, and name of insurance carriers, responsive to paragraph 2.12 above.  An original letter from the bidder’s insurance carrier indicating insurability for levels under 2.12 will be accepted.  Bidders shall submit a letter from a state recognized bonding agency indicating their ability to obtain the Fidelity Bonding required in paragraph 2.8.


4.6
Company background: Bidders must provide the following background information: number of years in business; number of accounts; size of accounts; and start date of each account.


4.7
No financial statements are required to be submitted with your bids, however prior to an award the University may request reviewed financial statements from your company, credit reports and letters from your bank and suppliers.
4.8
References: A list of three references shall be submitted with your quotation.  These references should be agencies your firm has done business with in the past year on projects with a similar scope to this one.  Provide company names with contact person and telephone number.
1
6

