REQUEST FOR PROPOSAL #31-06
May 12, 2006
OFFICE OF STRATEGIC PROCUREMENT

16 CENTRAL STREET

BANGOR ME 04401

REQUEST FOR PROPOSALS
HUTCHINSON CENTER JANITORIAL SERVICES
The University of Maine System, acting for The University of Maine, seeks a qualified contractor to provide janitorial services for The University of Maine Hutchinson Center, 80 Belmont Avenue, Belfast, Maine 04915.  The Hutchinson Center, with a total of approximately 19,000 square feet, is a stunningly beautiful and well-maintained educational facility serving the mid-coast region.  Our goal is to maintain the current high standard of environmental cleanliness and attractiveness to ensure continuing community and student satisfaction.

For ease of reference, The University of Maine will hereinafter be referred to as the University, respondents to the proposal will be referred to as bidders, and the selected bidder shall be referred to as the Contractor.

1.0
GENERAL INFORMATION:






1.1 Purpose
The intent of this Request for Proposals is to select one bidder to supply janitorial services for the Hutchinson Center.  This Request for Proposals (RFP) states the instructions for submitting proposals, the specifications for the work, the procedure and criteria by which a bidder may be selected and the 
contractual 
terms by which the University intends to govern the relationship between it and the selected Contractor.

1.2
Scope
Services as defined in Section 3.0 are required six nights per week, with work hours to be scheduled between 9:00 PM and 6:00AM.  Services may also be required on an on-call basis after special events.  The Hutchinson Center will provide a small storage space for equipment and supplies.  A floor plan of the building is attached (Attachment A).  The Contractor will provide all labor, cleaning supplies and equipment necessary to perform the work.

1.3
Evaluation Criteria


Proposals will be evaluated on many criteria deemed to be in the University's best interests to include but not be limited to:
· Ability to meet specifications

· Pricing

· Responsiveness to proposal terms and conditions

· References

· Experience in providing the services specified in this RFP.

1.4 Communication with the University



It is the responsibility of the bidder to inquire about any requirement of this RFP that is not 



understood.  Responses to inquiries, if they change or clarify the RFP in a substantial 




manner, will be forwarded by addenda to all parties that have received a copy of the RFP.  



The University will not be bound by oral responses to inquiries or written responses other 




than addenda.
Inquiries about the RFP must be made to:










Hal Wells


Office of Strategic Procurement


University of Maine System



16 Central Street


Bangor, Maine 04401



(207) 973-3302

1.5
Award of Proposal


The University will make the award on a total sum basis to the most responsive and responsible bidder as determined by evaluation of the criteria defined in Section 1.3.  The University reserves the right to waive minor irregularities.  Scholarships, donations, or gifts to the University, will not be considered in the evaluation of proposals.  The University reserves the right to reject any or all proposals, in whole or in part, and is not necessarily bound to accept the lowest cost proposal if that proposal is contrary to the best interests of the University.  The University may cancel this Request for Proposal or reject any or all proposals in whole or in part.  Should the University determine in its sole discretion that only one bidder is fully qualified, or that one bidder is clearly more qualified than any other under consideration, a contract may be awarded to that bidder without further action.

1.6
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 date of the award notice, with a copy to the successful bidder.  The protest must contain a statement of the basis for the challenge.


1.7
Confidentiality


The information contained in proposals submitted for the University's consideration will be held in confidence until all evaluations are concluded and an award has been made.  At that time, the winning proposal will be available for public inspection.  Pricing and other information that is an integral part of the offer cannot be considered confidential after an award has been made.  The University will honor requests for confidentiality for information of a proprietary nature to the extent allowed by law.  Clearly mark any information considered confidential.

1.8
Costs of Preparation


Bidder assumes all costs of preparation of the proposal and any presentations necessary to the proposal process.

1.9 Debarment



Submission of a signed 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.

1.10
Proposal Understanding


By submitting a proposal, the bidder agrees and assures that the specifications are understood and are adequate, and the bidder accepts the terms and conditions herein.  Any exceptions should be noted in your response.


1.11
Proposal Submission


A SIGNED original and six (6) copies of the proposal must be submitted to:

Office of Strategic Procurement

University of Maine System

16 Central Street

Bangor ME 04401



in a sealed envelope by close of business, Thursday, June 1, 2006 to be date stamped and accepted for consideration.  Normal business hours are 8:00 a.m. to 5:00 p.m., Monday through Friday.  Proposals received after the due date will be returned unopened.  There will be no public opening of proposals (see Confidentiality clause, Section 1.7).  Bidders are strongly encouraged to submit proposals in advance of the due date to avoid the possibility of missing the deadline because of 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 proposal.  Proposals received after the deadline will be returned unopened. In the event of suspended University operations, all proposal openings and or conferences will be rescheduled for the next regularly designated business day at the same time and location.  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 OR E-MAIL PROPOSALS WILL NOT BE ACCEPTED.


Proposals must be submitted in a sealed envelope clearly marked with the proposal number and due date on the outside.  Proposals shall be valid for a minimum of sixty (60) days.

1.12
Pre-Proposal Conference and Site Visit



A conference will be held on Thursday, May 25, 2006 at 9:00 a.m. local time at The Hutchinson Center.  The purpose of this conference is to provide bidders with an opportunity to tour the facility and ask questions about the specifications.  Responses to material questions discussed at this conference will be provided by written addenda to all bidders who have received the RFP.  Attendance by all prospective bidders is recommended but not mandatory.   Firms planning to attend this pre-proposal conference should contact Erin Tapley at 973-3313.
2.0
GENERAL TERMS AND CONDITIONS:   


2.1
Contract Documents


If a separate contract is not written, the contract entered into by the parties shall consist of the RFP, the signed proposal 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.


2.2
Contract Modification and Amendment
The parties may adjust the specific terms of this contract (except for pricing and/or commission) where circumstances beyond the control of either party require modification or amendment.  Any modification or amendment proposed by the Contractor must be submitted in writing to the Director of Purchasing & Resource Efficiency at the University of Maine.  Modifications or amendments must be in writing and signed by both parties.

2.3
Contract Data
The Contractor is required to provide the University with detailed data concerning the contract at the completion of each contract year or at the request of the University at other times.  The University reserves the right to audit the Contractor's records to verify the data.  This data may include, but is not limited to, actual number of hours worked, quantities of supplies furnished under the contract, listings of cleaning products and equipment used on site, and total cost of services rendered.

2.4
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.


2.5
Cancellation/Termination
If the Contractor defaults in its agreement to provide personnel or equipment to the University's satisfaction, or in any other way fails to provide service in accordance with the contract terms, the University shall promptly notify the Contractor of such default and if adequate correction is not made within ten (10) business days, the University may take whatever action it deems necessary to provide alternate services and may, at its option, immediately cancel this contract with written notice.  Except for such cancellation for cause by the University, either the University or the Contractor may terminate this contract by giving sixty (60) days advance written notice to the other party.  Cancellation does not release the Contractor from its obligation to provide goods or services per the terms of the contract during the notification period.


2.6
Clarification of Responsibilities


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 the Director of Purchasing & Resource Efficiency at the University of Maine.

2.7
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 a state court located in the State of Maine.


2.8
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.

   2.9
Equal Opportunity 
In the execution of the contract, the Contractor and all its subcontractors agree, consistent with University of Maine System policy, not to discriminate on the grounds of race, color, religion, sex, sexual orientation, including transgender status or gender expression, national origin or citizenship status, age, disability or veteran’s status and to provide reasonable accommodations to qualified individuals with disabilities upon request.

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
Sexual Harassment


The University of Maine 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.  Further information regarding this policy is available from the Director of Equal Opportunity, Alumni Hall, 581-1226.


2.12
Indemnification


The Contractor agrees to be responsible for, and to protect, save harmless, and indemnify the University and its employees 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.

2.13 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:



University of Maine Purchasing Department 



5765 Service Building



Orono, Maine 04469



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, ME 04401

2.14 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.

2.15 Force Majeure


The Contractor shall not be held liable if the failure to perform under this contract arises out of
causes beyond the control of the Contractor.  Cause may include but are not limited to, acts 

of nature, fires, tornadoes, quarantine, and strikes other than by Contractor’s employees.

3.0
PERFORMANCE TERMS AND CONDITIONS

3.1
Contract Management


The University of Maine Director of Purchasing & Resource Efficiency shall be the authorized representative in all matters pertaining to the amendment or modification of this contract.


3.2
Contract Administrator
The Coordinator of Information Systems at the Hutchinson Center, telephone 338-8032, will be responsible for administering and managing the day-to-day operations and work specifications of the contract.


3.3
Contract Term


The initial term of this contract is from July 1, 2006 through June 30, 2009.  With mutual written agreement of the parties, this contract may be extended for two (2) one-year periods.


3.4
Employees


All persons employed to perform these services shall be employees of the Contractor, well-trained in cleaning, basic sanitation, safety and blood borne pathogens procedures.  The Contractor shall provide a sufficient number of employees to perform the required services efficiently and in a manner satisfactory to the University.  No person shall be allowed on the property who is not directly involved in the performance of the janitorial services.  If the Contract Administrator or Contract Manager 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 from the University.

3.5 Nondiscrimination and Workplace Safety

The Contractor agrees to abide by all federal, state and local laws, rules and regulations prohibiting discrimination in employment and controlling workplace safety.  Any violations of applicable laws, rules or regulations may result in termination of this contract.


3.6
Environmental Protection

The Contractor shall abide by all federal, state and local laws, rules and regulations regarding the protection of the environment.  In accordance with reporting requirements, the Contractor shall disclose any environmental violations caused in the performance of this work to the University and applicable governmental 
agency.  Any required Material Safety Data Sheets will be maintained in a binder on site and shall be available for review by the University at all times.  Chemicals are to be stored in the proper manner required by law. A violation of applicable laws, rules or regulations may result in termination of this contract.


3.7
Equipment and Supplies
All equipment and supplies required to carry out operations within the scope of this contract shall be provided by the Contractor.  Equipment must be maintained in good operating condition and must conform to NFPA, UL, ANSI, OSHA and any other safety 
standards in effect at the time of use. As required by OSHA, proper equipment, materials, and training necessary to clean up blood spills or other potentially infectious materials will be made available by the Contractor.

   
   3.8
Pricing
Pricing shall be submitted on the Cost Sheet, Attachment B. Prices shall remain firm through June 30, 2007.  On the first anniversary date of the effective date of this contract and on each successive anniversary date thereafter, the price can remain as bid or may be based on a price adjustment either upward or downward. Contractor shall be required to furnish cost estimates at least forty-five (45) days prior to anniversary date to substantiate any requested increase.  If approved, the price increase will be effective on the date of the subsequent contract period.  Contractor shall provide documentation as to what portion of the requested price increase will be applied to labor and fringe benefits, supplies, equipment or overhead/profit.  

   3.9
Payments


Payment will be upon submittal of an invoice to the Hutchinson Center on a net 30 basis unless discount terms are offered.  Invoices must include a purchase order number.

3.10
Work Specifications
Contractor shall supply all labor, equipment, cleaning supplies, trash liners and supplies required to replenish restroom and kitchen dispensers.  All dispensers are Kimberly-Clark.  
Daily - all areas excluding kitchen: Contractor shall empty trash, replace liners when required, clean trash containers when required, dispose of trash and empty cardboard
containers in dumpsters, sweep and spot mop tile floors, vacuum carpeted areas (traffic paths only) and floor mats, spot clean carpet stains, dust horizontal surfaces in public areas of the building that are readily available and visibly require dusting, clean entrance door glass. 
Daily – clean restrooms: tasks shall include completely clean and disinfect wash basins, chrome, and counters, dispensers, toilets and urinals, mirrors, glass and trash dispensers.  Spot clean and disinfect partitions, doors and walls. Completely mop and disinfect tile floors. Use of abrasive cleaners shall be limited to deeply stained areas.  Replenish dispensers for hand towels, soap, feminine sanitary products, air freshener and toilet tissue.  Contractor shall retain money collected from sanitary products machines.
Daily - Kitchen:  empty trash, replace liners, clean trash containers when required, dispose of trash and empty cardboard containers in dumpsters, sweep and spot mop tile floor.

Weekly - all areas:  Contractor shall completely vacuum carpeted areas, sweep and mop all tile floors, dust horizontal surfaces including windows, sills and radiators in all areas when visibly required, fully clean and disinfect doors, walls and partitions in restrooms.
Monthly -all areas: spray buff tile flooring.  Spot clean all wall surfaces within 70” of the floor.  Clean all interior windows and glass within 70” of the floor.
Annually - all areas:  as scheduled by the Contract Administrator, shampoo carpets and completely clean all interior 
windows and glass.

Note: Shampooing Carpets - to reduce fungal build up inside work spaces - chair mats are not to be returned to floors until the carpet is completely dry (24- 48 hours).  The use of fans and carpet cleaning during heating season or dry spells tends to eliminate any problems.
Every two years: scheduled by the Contract Administrator, strip and refinish all tile flooring.
3.11
Security/Confidential Information
The Contractor shall be required to verify that criminal background checks have been conducted on all individuals
working on or having access to the premises prior to start of employment.  Any prospective employee convicted of a felony or any type of misdemeanor involving money, fraud, or deceit within ten (10) years prior to the prospective start date of employment will not be allowed to perform services at the Hutchinson Center.  Verification of employee background checks shall be provided to the Contract Administrator.

Contractor shall be responsible for all keys issued to him/her.  All doors and windows shall be closed and locked upon completion of cleaning operations in the area.  Contractor and his/her employees shall not disturb papers or personal effects on desks, and shall not open drawers or cabinets, use any office equipment including but not limited to telephones, computers, radios or televisions.  Contractor agrees that any information received by Contractor or his/her employees during the course of the work specified in this agreement which concerns the personal, financial or other affairs of the University and its employees and students shall be kept in full
confidence and shall not be revealed to any other person, firm, organization or other entity.
No unauthorized person or persons shall accompany contractor’s personnel while conducting work under this contract.

3.12
Removal of Solid Waste:  The Contractor shall make every effort to promote waste reduction and recycling and follow University policies to reduce, reuse, and recycle.  Complete information about waste policies can be obtained by calling the University of Maine Sustainability Office at 581-3300x3 or email scott.wilkerson@umit.maine.edu
ATTACHMENT B

COST SHEET

I/we agree to furnish all materials and labor necessary to perform the services necessary to clean and maintain the specified areas in accordance with the specifications herein.

Cleaning
Includes Daily, Weekly and Monthly tasks


$_________________Total Cost Per Month

(annual cost/12 months)
Average hourly rate for on-call services


$_________________ per hour

(daytime rate)

Average hourly rate for on-call services


$_________________ per hour

(nights, weekends, holidays)

Annual Task
- Carpet Cleaning




$_________________ Lump Sum Cost
Annual Task – Window and Glass Cleaning

$_________________  Lump Sum Cost
Strip and refinish tile flooring





$_________________  Lump Sum Cost

Name of Company   


_________________________________________
Authorized Representative    
_________________________________________













Print Name

Signature





_________________________________________


Date






________________________________________

Phone





________________________________________

Email Address



________________________________________


List three organizations for which you have provided recent janitorial services with similar scope and specifications.
	Client
	Dates of Services Provided
	Address
	Person to Contact 

E-Mail, phone or fax number
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8

