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SUBMITTED BY THE UNIVERSITY OF MASSACHUSETTS, PURCHASING DEPARTMENT, SHREWSBURY, MA 01545

SPONSORED BY 
THE UNIVERSITY OF MASSACHUSETTS PRESIDENT’S OFFICE
1.0 General Information

1.1
Summary 

The purpose of this Request for Proposal is to solicit bids to provide the University of Massachusetts with an Automated Teller Machine at its 333 South Street, Shrewsbury, MA location. The successful bidder will install, operate and maintain in good working order the ATM in accordance with the Terms and Conditions of this Agreement.
1.2
The University of Massachusetts System

The University is composed of six (6) distinct operating units (campuses and the President’s Office) and their associated entities and off-site affiliates including the:

· Amherst Campus

· Boston Campus

· Dartmouth Campus

· Lowell Campus

· President’s Office/System Office/Central Administration

· Worcester Campus

The University’s five campuses and System Office are geographically dispersed throughout the Commonwealth of Massachusetts. Each campus possesses a unique and complementary mission.  A single Board of Trustees composed of 19 voting members and 3 non-voting members governs the University System. The President of the University oversees the five-campus system and President’s Office, while each campus has its own Chancellor.
  

Additional information about the University of Massachusetts System is available through the University’s web site at http://www.massachusetts.edu/index.html.
2.0  
INSTRUCTIONS TO BIDDERS

2.1
RFP SCHEDULE
	Event
	Date and time

	RFP Release Date
	December 15, 2011

	Bidder Questions Due
	December 30, 2011

	Respond to Bidder Questions
	January 6, 2012

	Proposal Due Date via email
	January 13, 2012

	Bid Award
	February 1, 2012 (Approximate)

	Contract Begins 
	February 1, 2012 (Approximate)


The University may change these dates at it sole discretion.

2.2 
SUBMISSION PROCESS
Proposals must be received via email to procurement@umassp.edu  on or before
2:00 p.m. EST, on January 13, 2012.  The Proposal email mail box will be closed at this time so it will not be sufficient to email your proposal with an email sent time of 2:00pm EST.  
The email subject line must read: “CP12-DJ-1204 Proposal” and must include the following documents:

· Completed response to all requirements in sections 7.0 thru 11.0 of this document.

· Completed Attachment A: Cost Proposal.

· Completed Documents Requiring Bidder Signature-Appendix A

 Any Proposals received after the date and time specified will not be accepted, read, or evaluated.

The University will not be responsible for computer, server, internet or any technical problems, errors, delivery delays, or failures beyond its physical control.   Bidders are advised to send their proposal responses prior to the bid deadline to compensate for potential Internet routing delays in email transmission. 

2.2.1
Email Response - File Size Limitations

The procurement@umassp.edu mailbox is capable of receiving emails up to 25 MB in size.  If your response is larger than 25 MB, please split your response and send in 2 or more separate emails and indicate in the subject line that you are sending multiple emails, e.g. CP12-DJ-1204 Proposal, 1 of 2.    All emails containing your bid response must be received prior to the proposal deadline.

2.3
QUESTIONS

Bidders may submit written questions via e-mail to procurement@umassp.edu on or before 5:00 pm EST, on December 30, 2011.  The email subject line must read:  “CP12-DJ-1204 QUESTIONS”.  The University will compile all questions and email responses to all known bidders by 5:00 pm EST, on January 6, 2012.  Response to questions will also be posted on the University’s website at the following location:

 http://www.massachusetts.edu/purchasing/bidinformation.html.

No telephone calls will be entertained.  Prospective bidders are prohibited from obtaining information about this proposal from any University personnel.   Inquiries received after the specified date and time will not be accepted.  

2.4
AMENDMENTS TO REQUEST FOR PROPOSAL
Answers to bidder questions and other changes to the RFP document will be emailed to all known bidders and posted on the University’s website at the following location:

 http://www.massachusetts.edu/purchasing/bidinformation.html.

2.5
PROPOSAL OPENING

Proposals will be opened and recorded at 2:00 p.m. EST. on January 13, 2012, via a listing of bids received in the email mailbox of procurement@umassp.edu.  
The opening will take place in the Berkshire Conference Room at the following Address:  
University of Massachusetts

333 South Street, Suite 450

Shrewsbury, MA 01545-4169
The opening may be attended by the general public and by bidders; however, attendees will not be permitted to inspect bids until the Selection Committee has completed its review, selection and award. 
If special accommodations are required in order to attend the opening, contact Don Joubert at djoubert@umassp.edu , no later than three (3) days before event.
2.6
CONTACT INFORMATION

Except as may be noted otherwise herein, the issuing office and sole contact for the coordination and dissemination of all information regarding this RFP is:

Don Joubert, Director of Procurement and Administration

University of Massachusetts President’s Office

333 South Street, Suite 450

Shrewsbury, MA 01545
Email: djoubert@umassp.edu

2.7
ACCEPT/REJECT PROPOSAL
The University reserves the right to reject any or all proposals, wholly or in part; to waive technicalities, irregularities, and omissions; to make the award in a manner deemed to be in the best interest of the University; and to correct any award erroneously made as a result of a clerical error on the part of the University.

2.8
WITHDRAWAL OF PROPOSAL
Proposals may be withdrawn at any time prior to the Proposal Opening date and time. Once the Proposal opening date has passed all bids become the property of the University.
2.9
PROPOSAL RESULTS  
Complete records of all Proposals and awards are maintained in the University of Massachusetts President’s Office Purchasing Department.  All bid documents will be made available for public examination after the bid evaluation committee has completed its bid review, selection and award.
2.10
NO UNIVERSITY OBLIGATION

This RFP in no manner obligates the University to the eventual purchase of any products or services described, implied, or which may be proposed, until confirmed by written agreement, and may be terminated by the University without penalty or obligation at any time prior to the signing of an agreement. 

2.11
AUTHORIZED SIGNATURE
The Proposal offer shall be signed by an officer who is authorized to make such commitments for the bidder.

Please complete bidder information in Section 11.0 - BIDDER INFORMATION AND SIGNATURE.

2.12
EXPENSES
Expenses for developing and presenting proposals shall be the entire responsibility of the Bidder and shall not be chargeable to the University.  All supporting documentation and manuals submitted with this proposal will become the property of the University unless requested by the Bidder, in writing, at the time of the submission, and agreed to, in writing, by the University.

3.0
UNIVERSITY TERMS AND CONDITIONS


The terms and conditions that will apply to the submission of proposals, to the University’s evaluation of the proposal offers, and to the award of the contract should be reviewed carefully to ensure full responsiveness to the RFP.

3.1
PROPOSAL FORMAT

All proposals shall be submitted as Best and Final Offers. Bidders will not be allowed to make material alterations to their proposal after the proposal opening.  Each bidder shall include in their written offer all requirements, terms and conditions they may have, and shall not assume that an opportunity will exist to add such requirements, terms or conditions after the proposal opening.  Bidder’s terms or conditions that are deemed unacceptable by the University may be the basis for the University’s rejection of the proposal.

3.2
PROPOSAL MATERIALS

All material submitted in response to the RFP shall become the property of the University upon submission and will be considered as part of this RFP. 

3.3
MASSACHUSETTS PUBLIC RECORDS LAW

Access to University records is made in accordance with the Massachusetts Public Records Law, M.G.L. c. 66, s. 10.  All Responses received are subject to M.G.L. c. 4, s. 7, ss. 26, and M.G.L. c. 66, s. 10 regarding public access to such documents.  Statements or endorsements inconsistent with those statutes will be disregarded.  The University will withhold the Responses or sections of Responses until such time that they have been opened.  The University will make available the documents within those Responses only upon the finalization of those records.
3.4
RFP INTERPRETATION

Interpretation of the wording of this document shall be the responsibility of the University and that interpretation shall be final. 
3.5
ADDENDUM

Any addendum issued to Bidders prior to the proposal opening date shall include an addendum acknowledgement section.  Since all addenda shall become a part of the proposal, all addenda must be signed by an authorized Bidder representative and returned with the proposal.  Failure to sign and return any and all addendum acknowledgements may be grounds for rejection of the proposal response. 

3.6
PROPOSAL MODIFICATION

Any exceptions/ additions/ alterations to the terms and conditions contained herein must be included in the bidder’s proposal response.  Failure to provide the required data to allow for evaluation of the bidder’s response to the RFP, or failure to follow and complete the RFP proposal format and accompanying documents will be grounds for rejecting the proposal offer.  The University reserves the right to reject any proposals that alter the terms specified in the RFP.
3.7
CONFIDENTIALITY

From the date of issuance of the RFP until the opening date, the Bidder must not make available or discuss its proposal, or any part thereof, with any employee or agent of the University. The Bidder is hereby warned that any part of its proposal or any other material marked as confidential, proprietary, or trade secret, can only be protected to the extent permitted by Commonwealth of Massachusetts laws. 

3.8
PERIOD OF FIRM PROPOSAL

All proposal offers must remain in effect for a minimum period of 120 days following the Proposal due date in order to allow for sufficient time for evaluation, approval, and issuance of award notice.  The successful bidder’s offer will remain firm for the duration of any resulting award and extensions.
3.9
PRE-AWARD NEGOTIATIONS
After the proposals are opened, but prior to award, the University may elect to conduct negotiations with the highest ranked proposal respondents for purposes of:

· Resolving minor differences and information

· Clarifying necessary details and responsibilities

· Emphasizing important issues and points

· Receiving assurances from respondents

Selection may be made without further discussion, negotiations or bidder’s presentations; therefore, bidder shall offer the most favorable terms in response to this RFP.  Bidder must demonstrate an understanding of the scope of service to be provided and the ability to accomplish the tasks set forth.  Bidder shall include information that will enable the University to determine the bidder’s overall qualifications.  The University reserves the right to request additional information or clarification on any matter included in the proposal response, to enable the University to arrive at the final award decision.

4.0
CONTRACT
4.1
CONTRACT TERM

The contract will be for a 2 year period commencing with the contract agreement beginning date (estimated February 1, 2012). The contract may be extended for up to three (3) additional one year periods subject to the approval of both parties. During the renewal period all Terms and Conditions will remain the same as the original term.  The contract may be terminated without cause by either party with ninety (90) days notice. 
4.2
CONTRACT FORMAT  
The resulting University Award will incorporate the University of Massachusetts Contract Terms and Conditions, a sample copy of which is enclosed as Appendix A.  This RFP, any addendum, the bidder’s response thereto, all additional agreements and stipulations, and the results of any final negotiations will constitute the final contract.
4.4
CONTRACT MODIFICATIONS  
Any changes to the contract must be agreed to, in writing, by both parties prior to their execution.
4.5
CONTRACTOR ASSIGNMENT OF SUB-CONTRACT
The Contractor shall not assign or in any way transfer any interest in the Contract without the prior written consent of the University, nor shall there be any subcontract of services without the prior written approval of the University.

4.6
CONFLICT OF INTEREST 

No officer or employee of the Commonwealth shall participate in any decision relating to the Contract which affects his/her personal interest or the interest of any corporation, partnership, or association in which he/she is directly or indirectly interested.
5.0
Evaluation Criteria
The award will be based on the following criteria (in order of priority):
The University has had ATMs on each campus of the University for many years.  ATM activity for the newly proposed location is detailed in Attachment B.  The University's employee profile and that of the other employer’s in the Shrewsbury location can also be found in Attachment B.

Proposals will be evaluated on the basis of a response to the following criteria:


A.
Annual license fee the University can expect for each ATM during the 





contract period.  The bank shall remit these fees to the University 





Treasurer's Office in annual installments in advance.


B.
Your proposal should outline the formula or method used to determine the basis for compensation other than the proposed license fees.  It should be understood, that the University prefers the annual license fee arrangement.  

C.
Affirmation that the ATM will be surcharge free for bank customers and non-customers for the life of the contract.


D. 
Affirmation that the Bank will become if not already a member of the University’s Bank at Work Program. Details of the University’s Bank at Work Program can be found at http://www.massachusetts.edu/treasurer/bankatwork.html The Bank will be required to execute an agreement to provide these services for a minimum of five years.  


E.
Overall level of ATM banking services available to University employees. Disclose any and all fees, service charges, etc. that will be applicable to this relationship. 

F.
Compatibility with other banking institutions doing business in Massachusetts, including networks available to the customer through the ATM (i.e., NYCE, CIRRUS, SUM, Star, All point, Pulse, Plus)


G.
Affiliations with other financial institutions to honor transactions on their 




cards (debit cards and/or credit cards).


H.
Type of ATM proposed for the designated location.  SUBMIT drawings and 




specifications of the proposed equipment, type, design and functionality. 


I.
Estimated installation time from notification of award.


J.
Other information that might limit and/or enhance services.



The University will award the bid to the respondent with the optimum combination of approach, completeness, license revenue and references.

6.0 
Specifications

6.1 
Identification – Employees or Contractor servicing the ATMs
The successful bidders’ employees must display at all times when on UMass properties, photo identification as part of their uniform provided by the employer.  Uniform should include a similar colored shirt, pants, sweater, or jacket with company logo plainly visible.  Only armored service vehicles are to be used for replenishing cash in the ATMs. Markings must state the name of the company in sufficient size to be easily identifiable.

6.2 
Employee Licenses
If employees or subcontractors of the successful bidder who are performing the maintenance or funding the ATMs carry a firearm as defined by MGL c.269 s.10, on their person or in their vehicle these employees must hold a valid License to Carry Firearms issued in the Commonwealth of Massachusetts as indicated in MGL c.140 s. 131.  The carrier must ensure the drivers of all armored transport vehicles are properly licensed to drive such vehicles (e.g. valid MA driver’s license, appropriate classifications, etc.). UMass reserves the right to request proof of this license for any such employee during the term of this contract.

7.0
Bid Requirements

Bidders must provide the following information or provide their concurrence with the stated requirements with their bid response:

The location of any individual ATM shall be determined by the University Treasurer's Office (See Attachment C for location information) and the bank shall not be entitled to possession of any space at the University. 

The University reserves the right to require the bank to move an ATM at any time during the term of this Agreement and no bank equipment or property shall become an improvement to or fixture of the University premises.  However, if an ATM must be relocated, the bank will be provided with alternate space in a location with equivalent traffic patterns.  
The University reserves the right to issue additional Requests for Proposal for any new ATM's if a campus determines the need for additional sites. For purposes of this Request for Proposal, there are no additional ATM sites under serious consideration by any campus other than those listed in Attachment A.

The University will, at its sole expense, furnish electricity to operate existing ATMs.  Any adapters or other equipment necessary to connect electricity or telephone line or any additional HVAC shall be furnished by the bank at its expense and shall be removed upon termination of this Agreement.  

All signs used to identify or advertise the bank facility will be approved by the University Treasurer's Office prior to installation of display.

Prior to submitting its proposal, the bank may inspect the space made available under this RFP for installation of an ATM.  The submission of a proposal shall in itself constitute a representation that any space within the designated areas, unless otherwise noted in the proposal, is acceptable for installation and operation of the bank's ATM and is deemed adequate for banking purposes.  Any unacceptable space must be clearly identified in the bank's proposal.   

                        
A bank wishing to inspect the site should contact Terri O’Neil at (774) 455-7575.  Directions and maps will be made available as requested.

Additional related requirements or scope of services
The ATM must be handicap accessible in accordance with all ADA regulations.                   

The Bank will describe how each ATM shall be monitored on-line.  The bank will provide minimum service times for maintenance of an out of service ATM.  The Bank will describe the security systems that are appropriate for each installation.

The bank shall comply with all applicable fire and safety laws and regulations and shall keep the space occupied in a neat and sanitary condition.

The bank shall be solely responsible for its own security procedures and the transportation of cash and other valuables to and from the premises. The bank shall establish procedures with each campus Office of Public Safety, to be followed each time the machine is to be serviced or accessed. The bank agrees to cooperate with and obtain approval of its security plans from the campus Director of Public Safety.  The University and its employees and agents shall assume no responsibility to protect, secure, or account for, in any manner, any of the bank's property or personnel.

The University will permit the general public access to the ATM for banking purposes during the hours that the University is open for business, but the University will not be liable for any inconvenience or failure to do so should the University for any reason be closed to the public for any period of time.

The bank shall, at its own expense, defend, save harmless and indemnify the University, its trustees, officers, employees and agents (including students and volunteers) from and against all claims, suits, and actions, arising from negligent or wrongful act or omission of the bank or the bank's subcontractors, or any employees or agents of either the bank or its subcontractors, arising from or related to the performance of this Agreement.

THE BANK SHALL NOT IMPOSE A SEPARATE SURCHARGE FOR NON-CUSTOMER USE OF THEIR  MACHINES.
The University will accept minimum bids per machine paid to the University as a license fee per machine.  The license fee is payable in annual installments with the beginning of the initial term and continuing thereafter until either expiration or termination of the agreement

This Agreement may be amended, revoked or supplemented only by written agreement of the parties.

This Agreement shall not constitute a lease, nor shall this Agreement convey any interest in real property.  The bank shall not be granted possession of any portion of the premises of the University and this Agreement shall constitute a mere license to install and operate an ATM.

The bank will be required, if awarded the bid, to sign an agreement with the University (See Appendix A).

The bank acknowledges and represents, by virtue of the fact that the bank is submitting a proposal to this RFP, that (a) the bank is a financial institution properly organized and operating under federal or state law (b) the bank is authorized under federal or state law to install and operate an electronic branch or ATM (c) during the term of this Agreement, the bank will comply with all applicable state or federal laws and (d) in the opinion of the bank, the operation of an ATM or electronic branch does not constitute a branch office within the meaning of state or federal law.

The provisions of this Agreement are severable.  The invalidity by statute, court decision, or otherwise, of any provision of this Agreement shall not affect the validity or enforceability of any other provision hereof.

The Agreement shall be governed by and construed in accordance with the laws of the Commonwealth of Massachusetts.

A waiver by either party of any term, covenant or condition hereof shall not be deemed to be a waiver of any continuing or subsequent breach of the same term, covenant or condition.

The bank shall maintain books, records, documents and other evidence and accounting procedures and practices that sufficiently and properly reflect all direct and indirect costs of any nature expended in the performance of this Agreement.  These records shall be subject at all reasonable times to inspection, review, or audit by University personnel, other personnel duly authorized by the University and federal officials so authorized by law.  The bank shall retain all books, records, documents and other material relevant to the Agreement for seven (7) years after termination of this Agreement, and the University, Commonwealth of Massachusetts, federal auditors, and any persons duly authorized by the University shall have full access to and the right to examine any of said materials during said period.

The University may, by written notice to the bank, terminate the right of the bank to proceed under this Agreement if the University determines that gratuities in the form of entertainment, gifts, or otherwise were offered or given by the bank, or agent or representative of the bank to any officer or employee of the University with a view towards securing this Agreement or securing favorable treatment with respect to the awarding or amending or making of any determinations with respect to this Agreement.

The bank will not, on the grounds of race, color, sex, religion, national origin, creed, marital status, age, sexual orientation or presence of any handicap:

Deny an individual any services or other benefits provided under this Agreement.

Provide any service(s) or other benefits to an individual that are different, or are provided in a different manner, from those provided to others under this Agreement.

Any reference in this Agreement to the University of Massachusetts shall be deemed to refer also to any employee or agent (including students and volunteers) of the University.

7.1 OTHER
1.
 Qualifications

Copies of State licenses showing the date business was opened. Also, please provide a description of hiring practices, training, and supervision of armed personnel.  Is a criminal background check performed?
2.
Insurance
Proof of the following insurance to UMass by Certificate of Insurance.  Proof of insurance includes Original copies of Certificates of Insurance meeting the specific required provision. Renewal certificates must be forwarded to UMass prior to the policy renewal date.  

a) WORKERS' COMPENSATION: Successful Bidder must comply with MGL Chapter 152, Workers’ Compensation Insurance with minimum statutory limits.
b) COMMERCIAL GENERAL LIABILITY: Successful bidder shall procure and maintain, for the life of this contract/agreement, Commercial General Liability Insurance. This policy shall provide coverage for death, bodily injury, personal injury, products and completed operations liability and property damage that could arise directly or indirectly from the performance of this agreement. It must be an occurrence form policy. The University of Massachusetts shall be named as an additional insured on the Certificate for Commercial General Liability Insurance.  The minimum limits of coverage shall be $2,000,000 per occurrence, Combined, Single Limit for Bodily Injury Liability and Property Damage Liability, $4,000,000 in the aggregate.
c) BUSINESS AUTOMOBILE LIABILITY: Successful bidder shall procure and maintain, for the life of the contract/agreement, Business Automobile Liability Insurance. The University of Massachusetts shall be named as an additional insured on the Certificate for Business Automobile Liability Insurance. The minimum limits of coverage shall be $1,000,000 per occurrence, Combined Single Limit for Bodily Injury Liability and Property Damage Liability. This coverage shall be an "Any Auto" form policy. The insurance must be an occurrence form policy.
3.
Bonding: 
Bidders shall provide proof of insurance that bonds their employees. Minimum bonding requirements are $1,000,000 per occurrence. 
8.0
Contact Information
Provide the following contact information for the representative who will be assigned to UMass:

	NAME
	 

	ADDRESS 1
	 

	ADDRESS 2
	

	CITY
	 

	STATE
	 

	ZIP
	 

	TELEPHONE
	 

	EMAIL
	


9.0
Cost Proposal
Attachment A must be completed and executed by an individual fully authorized to commit the Bank to this agreement.
10.0    References
Please provide three (3) business references for whom you have provided on site ATM service.
	
	Customer Name
	Contact Name and Title
	Telephone Number
	Email Address

	1
	
	
	
	

	2
	
	
	
	

	3
	
	
	
	


11.0
BIDDER INFORMATION AND SIGNATURE

Please complete the information below (type or print clearly).

	BIDDER (BUSINESS) NAME
	 

	BIDDER CONTACT PERSON
	

	ADDRESS 1
	 

	ADDRESS 2
	

	CITY
	 

	STATE
	 

	ZIP
	 

	TELEPHONE
	 

	FAX
	

	EMAIL
	

	Web Address
	


Authorized Signature:____________________________________
END OF RFP UP12-DJ-1204
ATTACHMENT A

Cost Proposal:

ATM Model # ________________________________________________

Functionality_________________________________________________

Rent to be paid to the University

Amount ____________________

Payment Frequency __________________

Surcharge Fees

Indicate that the ATM will operate on a “No Fee” basis to all customers who access the ATM

______   YES


______  NO

ATTACHMENT B

Usage Statistics: 
for the month of July 2011

Withdrawals:

798

$78,560

Transfers:

10

$ 4,203

Deposits:

88

$72,090

Inquiries:

118

University and Outside Tenants at 333 South Street

	 As of 11/15/2011
	

	SEAGATE
	90

	AMS
	65

	UMASS/President’s Office
	282

	GWI
	11

	UM Medical School
	860

	Daily Visitors
	90

	TENANT TOTAL
	1398


Floorplan: 1st floor – adjacent to the cafeteria
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