REQUEST FOR PROPOSAL (RFP)

Issue Date: November 15, 2010
RFP# BFM20101115
Title:  







Custodial Services for the Legislative Offices
Commodity Code:

Issuing Agency:






Commonwealth of Virginia









Department of General Services









Bureau of Facilities Management









203 Governor Street









Richmond, Virginia 23219

Using Agency And/Or Location

Where Work Will Be Performed:
Same as issuing agency

     
Initial Period Of Contract: From March 21, 2011 Through March 20, 2013 Renewal for three additional one year periods.
Sealed Proposals Will Be Received Until December 28, 2010 at 2:00 PM Eastern Standard Time For Furnishing The Goods/Services Described Herein.                                                   

All Inquiries For Information Should Be Directed To: Shirley McNutt via Fax (804) 786-4495 no later than December 18, 2010.
IF BIDS ARE MAILED, SEND DIRECTLY TO ISSUING AGENCY SHOWN ABOVE. IF BIDS ARE HAND DELIVERED, DELIVER TO:


If bids are delivered or mailed or delivered by courier they shall be received by the bid officers, either Shirley McNutt or Gary Pleskac at the Office of Construction and Facilities Procurement located on the ground floor at 203 Governor Street.  Access to this office is through the main entrance double glass doors located on Governor Street, and turn left in the elevator lobby. Proceed up the stone step to the Construction and Facilities Procurement Office.  Any bids delivered elsewhere in the building and not present in the Construction and Facilities Procurement Office with the bid officer at the specified time and date will not be considered.


Bids or Proposals shall be addressed as follows:



Construction and Facilities Procurement Office - BFM



Attn: Shirley McNutt or Gary Pleskac



Ground Floor



203 Governor Street



Richmond, Va. 23219
In Compliance With This Invitation For Bids And To All The Conditions Imposed Therein, The Undersigned Offers And Agrees To Furnish The Goods/Services At The Price(s) Indicated In Section VII, Pricing Schedule.


* Virginia Contractor License No. _____________________

 
 Class: __________  Specialty Codes: __________________

Name And Address Of Firm:

_____________________________________________
Date:   ________________________________________

_____________________________________________
By:     _________________________________________

_____________________________________________
            ( Signature In Ink)

__________________________Zip Code:___________
Name:  ________________________________________

eVA Vendor ID or DUNS#:______________________
              (Please Print)

Fax Number: (___) ____________________________
Title:  _________________________________________

E-mail Address: _______________________________
Telephone Number:  (___)_________________________

PREBID CONFERENCE: A mandatory pre proposal conference will be held on December 9 , 2010 at 10:00 am Eastern Standard Time at the site at located in the Main Lobby of the General Assembly Building located at the corner of 9th and Broad Streets in Richmond, Va. 23250.  Please enter from the entrance located on the opposite side of the building from Broad Street. This is called the Darden Garden entrance.  No one will be admitted after 10:00 am.

THIS WILL BE THE ONLY SITE VISIT AND ALL MEASUREMENTS SHALL BE TAKEN THAT DAY.

Note: This public body does not discriminate against faith-based organizations in accordance with the Code of Virginia, § 2.2-4343.1 or against a bidder or offeror because of race, religion, color, sex, national origin, age, disability, or any other basis prohibited by state law relating to discrimination in employment.

TABLE OF CONTENTS 

I.     
PURPOSE


II.    
BACKGROUND


III.   
STATEMENT OF NEEDS


IV.   
PROPOSAL PREPARATION AND SUBMISSION INSTRUCTIONS


V.     
EVALUATION AND AWARD CRITERIA


VI.     
REPORTING AND DELIVERY INSTRUCTIONS


VII.    
PREPROPOSAL CONFERENCE


VIII.   
GENERAL TERMS AND CONDITIONS


IX.     
SPECIAL TERMS AND CONDITIONS


X.      
METHOD OF PAYMENT


XI.     
PRICING SCHEDULE


XII.    
ATTACHMENTS


I.
PURPOSE:
To establish a contract through competitive negotiations for custodial services for the legislative offices located in Richmond, Virginia. 
II.
BACKGROUND: The legislative offices are located in the General Assembly Building in Richmond, Va.  There are several year round functions in the building as well as offices for elected officials.  The custodial services for these offices are critical and shall always be maintained at the highest level of performance.

The General Assembly Building houses the legislative body for the Commonwealth of Virginia.  The legislative

session is held from mid January to mid March each year.  This will be the peak time for occupancy in the building.  The population of the building during legislative session increases by approximately 300 - 400 people during this time.  The contractor will need to consider the additional products and labor required during session as part of this contract.

III.
STATEMENT OF NEEDS:




A.
MANAGEMENT STAFFING REQUIREMENTS:



JOB SITE SUPERVISOR:


1.
The Offeror will furnish each workday a Supervisor from 3:45 pm – 11:45 pm.  The Offeror will furnish all labor, supervision, equipment, materials, and supplies necessary to perform the custodial services.   All work will be performed in an efficient, workman like manner and will meet the highest standards for the type services being performed each workday.  


a.
Offeror's Supervisory staff will meet daily with the Owner’s Representative or his designee, to discuss unsatisfactory areas and review work schedules and special conditions which may impact on the schedule.


b.
Offeror's Supervisory staff will accompany Owner’s Representative or his designee, during inspection of work requiring acceptance inspections.


c.
Offeror's Supervisory staff will meet weekly with the House and Senate Representatives, to discuss unsatisfactory areas and review work schedules and special conditions which may impact on the schedule.



 2. 
The Offeror will provide the Supervisor a copy of the contract.  The contract will be used by the Supervisor and Lead Person to assure quality performance by the Offeror's employees.  It is the responsibility of the Offeror’s Supervisor to provide copies of the contract and its associated quality performance to all supervisors/lead persons involved in the performance of this contract.

 3.
Offeror's personnel will have the following minimum custodial experience:


a.
Supervisor SHALL have a minimum of five consecutive (5) years on-the-job custodial experience with the last  two (2) years in a supervisory role in a commercial office complex supervising 400,000 GSF or more of janitorial services.  

4. The Offeror will furnish a list of the names of employees who will perform services at the State Office Building to the Owner’s Custodial Services Unit Chief or his designee.  This list will be revised and updated monthly.   In addition, the Offeror's personnel will sign in and out daily on the Custodial Offeror’s Certified Hours Sheet in the State Office Building. 



5.
Any new Supervisor assigned by the Offeror to this contract will meet the requirements defined in this section and will be approved by the Owner prior to assignment.

COMPANY’S LOCAL MANAGER:

1. Offeror’s Local Manager will meet with Owner’s Contract Administrator and BFM Procurement Services quarterly to review the contract and compliance issues.

2.
Offeror’s Local Manager will be located within a ninety mile radius of the Capitol Square Complex located in Richmond, Virginia.  The Offeror’s Local Manager or designee will be accessible to the Agency during non-work hours to review and respond to issues.


 B.
CONDUCT OF EMPLOYEES:

1. The Offeror will be responsible for controlling employee conduct, for assuring that its employees are not boisterous or rude, and assuring that they are not engaging in any destructive or criminal activity.  The Offeror is also responsible for assuring that its employees do not disturb papers on desks, or open desk drawers, cabinets or briefcases, or use state phones, and the like, except as authorized.

2. The Owner reserves the right to request the removal of any of the Offeror's employees from any of the buildings at any time for reasonable cause.  Such requests will be made to the Offeror or his supervisory personnel only. 

3. At no time will the Owner’s Representative or his designee assume the role of the supervisor of the Offeror's personnel.  Should the Owner’s Representative or his designee observe any action by Offeror's personnel that requires correction, he will immediately report the action to the Offeror's supervisor, who in turn will take immediate corrective measures.  In the event the Offeror's supervisor does not take immediate corrective measures, the Owner’s Representative or his designee will exercise the option of requesting the removal of the offending Offeror's employee from State property.  The Owner’s Representative or his designee will make a written report of any occurrence of misconduct by the Offeror's employees to the Owner’s Custodial Services Unit Chief within twenty-four (24) hours of such an occurrence.  

The following rules and regulations will apply to the successful Offeror and their employees located at this site:

· Parking in designated reserved, disabled and visitor parking is prohibited

· Housekeeping personnel shall sign in with the site manager prior to beginning work 

· Nightly services shall not begin before 5:30 pm

· There will be no loitering of housekeeping employees in the building or elsewhere on the property before assigned shifts

· Housekeeping employees shall wear uniforms issued to them by the Offeror while working on the premises.  All employees shall clearly display their photo ID badges issued by DGS, failure to display the id badge is grounds for removal from the work site

· Housekeeping employees shall work in their designated areas.  Individuals found in unauthorized areas are subject to immediate termination

· Smoking is prohibited inside of the building

· Consumption of food is prohibited except in designated areas

· Housekeeping personnel shall not use coffee makers, kitchenette areas, office supplies, office machines, phones, computers, copiers etc in any of the office suites.  This activity is cause for immediate termination

· Waste and trash labled hazardous or requiring special handling shall be discarded in the appropriate manner

· Profanity will not be tolerated

· Radios and other forms of entertainment are not allowed on the property

· Housekeeping personnel shall turn off all lights upon exiting a completed area

· The housekeeping staff shall report all damage and breakage immediately upon the occurance

· The housekeeping staff shall keep all janitors closets and slop sinks clean and orderly

· The housekeeping staff collect, handle, and store all waste and trash collected from the building and transport it to a designated trash container on the property.  No plastic bags full of trash and liquids are to be temporarily stored outside of a utility cart.  All trash removal from the building shall be done using the freight elevator.

· The housekeeping staff shall collect recyclables per DGS’s schedules and take the containers to the loading dock for pickup and then redistribute empty containers.



C.
SECURITY CLEARANCE REQUIREMENTS AND PROCESS
The Offeror’s shall comply with the following security requirements:

The Contract Administrator shall work with the successful contractor in securing badges and processing of the required forms.

The Security Clearance Office is responsible for issuing security identification cards (SIC) to contract employees for access to state office buildings after normal business hours, weekends, and holidays.

Capitol police officers routinely patrol buildings to insure compliance with the Department of General Service security policy.

The following conditions are reason for rejecting a security clearance for a contractor and/or contractor's employees (effective 1/1/09):

Standards for all buildings:
· A felony conviction involving violence or larceny within the past ten (10) years 

· Any other felony conviction within the past five (5) years 

· Any sex offense conviction 

· A misdemeanor conviction involving violence, larceny, or violation of a protective order in the past three (3) years. 

· Outstanding warrants 

· Pending charges 

· Active protective orders 

· Any other circumstance determined by the DCP to be detrimental to the security of the Capitol Complex. 


D.
WORKING HOURS:


 1.
 All work will be accomplished between the hours of 5:30 pm and 11:00  PM on weekdays for night cleaning and from 7:00 am – 4:00 pm for day cleaning services.  Night cleaning shall not start prior to 5:30 pm.

2.
The Offeror will assure that each and every one of its owners, officers, employees and agents who will be in the State Building after the building's normal business hours (hereafter referred to as "employees"), comply with the security requirements set forth in the Contract. The Offeror will assure compliance with these requirements before any employee is permitted within the building after business hours.  The purpose of these security requirements is to prevent the commission of crimes within the buildings.

3
Offeror will be responsible for all keys issued to him. He will sign for and will return same to the State upon request.

4. Offeror's employees will not admit anyone to areas controlled by a key in their possession.  Such admission requests will be referred to the Owner’s Representative or his designee. 

5. All windows and doors will be closed and locked upon completion of the cleaning operation in the area.


          E.
HOLIDAY HOURS:

1. No services will be required on the following State holidays: 




New Year's Day 




Memorial Day 


Independence Day 


Labor Day 


Columbus Day



Veteran’s Day


Thanksgiving Day, Friday after Thanksgiving and Christmas Day


F.
INCLEMENT WEATHER:

The Contractor shall listen to WRVA for closings of State Agencies in the Richmond Metropolitan area due to inclement weather.  State Agencies that are closed in the Richmond Metropolitan area due to inclement weather shall not be serviced by this contract for the duration of the closing unless otherwise notified.  For example if the agencies are closed that morning for the entire day, then the night cleaning services will not be performed and an adjustment for those man hours will be applied as a credit to the invoice.



G.
SPECIAL CLEANING:

When directed by the Owner’s Representative or his designee, by written or oral order, to clean an area for a special occasion, or made necessary by an emergency or mishap, the Offeror will furnish all labor as required to fulfill the order.  These services will be handled under a work estimate clause and will be tracked as time and material.  The general custodial services on call will be limited to small events of hold over activities that are needed due to maintenance repairs that may occur in the evening.

Special cleaning will also be comprised of cleaning a building based on completion of construction.  This will be an intial follow up cleaning of the building after the contractor has completed his final cleaning and will be based on completion of furniture and other interior fixture installation.



H.
ON-SITE STORAGE:

Owner will supply reasonable and suitable on-site storage space for such cleaning equipment and materials as the Offeror deems necessary for the performance of the Contract.


I.
CONTRACTOR FURNISHED EQUIPMENT AND SUPPLIES:

1.     Equipment:  The equipment will be maintained in good operating condition and in sufficient quantities to adequately perform all services and be available to Offeror's employees at all times.  All equipment will be OSHA certified and meet all OSHA and EPA requirements. Certifications will be presented to Owner upon request. 

2.
   Vacuuming: Vacuuming will be accomplished using a commercial grade upright vacuum cleaner with a beater bar/brush.

3. Supplies: All supplies will be made available for inspection and approval of the Owner and will fit the current dispensers that are in the building at the time of contract award. The Offeror will have an adequate supply of paper towels, toilet tissue, hand sanitizer refills and hand soap available and accessible to the Offeror’s and Owner’s day shift custodial workers for use in emergencies. "Adequate supply" will be the amount of supplies mutually agreed to by the Offeror and the Owner’s Representative or his designee. Sufficient supplies to prevent out-of-stock situation will be maintained on the job site at all times and made available to the Offeror's employees for use in performance of required services.  The following supplies will be stocked:  


PAPER TOWELS, TOILET PAPER, HAND SOAP, TOILET SEAT COVERS, AND  SANITARY NAPKINS/TAMPON


4.
Special Equipment:
For use in special time and material clean ups,  the Offeror will have the below listed equipment located and stored in a specified location at the State State Office Building at all times during the term of the contract.   Exact location must be approved by the Owner’s Custodial Services Unit Chief or his designee.  Equipment: 

Four (4) heavy-duty commercial wet/dry vacuum cleaners equipped to pick up water. These wet/dry vacuum cleaners will have minimum recovery capacity of twelve (12) gallons each.  

One (1) carpet extractor with a minimum recovery capacity of twelve (12) gallons,  to be used and remain at the State Office Building at all times. 
In addition to the emergency equipment requested above, the Offeror will have available for use by the Offeror’s and Owner's day shift custodial workers cleaning materials, such as detergents, glass cleaners, wiping/dusting cloths, brooms, mops and wringer buckets, and other materials that may be deemed necessary.


J.
GENERAL REQUIREMENTS:
Ash Trays and Urns – All ash trays will be emptied only in approved metal containers.  Pick  up ashtray by placing the palm of the hand over the top of the tray.  If heat is felt, the contents of the tray must be thoroughly soaked before emptying to prevent fire.  They will be wiped clean and dry.  Sift all sand urns nightly.

Basement and Service Areas – All trash will be removed, all hard surfaced floors will be swept and damp mopped as needed.  Spot clean all cove base, walls and doors.

Blinds – All window and door blinds will be dusted thoroughly with a treated duster or cloth that is able to reach high places.

Breakroom/Restaurant/Cafeteria – Dining area including tables and counter tops will be wiped and carpet vacuumed.  Table and chair legs will be dusted and walls kept clean.  Vending machines and exterior of appliances will be wiped as needed.

Carpets – All carpet in tenant space and common area will be vacuumed thoroughly.  Care will be taken to avoid damaging furniture, baseboards and walls.  Spot clean carpet on an as needed basis.

Carpet Cleaning – Carpets in common areas will be extracted as part of a preventative/corrective program on an as needed basis.  Alternate methods to clean areas may be used if approved in advance.  Carpet cleaning in tenant areas will be on a designated schedule.

Carpet Edging – Detailed edge vacuuming will be performed around all baseboards, furniture edges, and hard to reach places

Commodes and Urinals and Drains – Commodes and Urinals will be cleaned and sanitized inside and out.  Sanitizing will be performed using an approved disinfecting agent.  Bright metal surfaces will be dry shined.  Drains will be kept free of debris and deodorized as needed.

Dumpsters and Compactors – All trash and debris shall be placed in dumpsters or compacted in the compactor.  These areas shall be kept clean and disinfected.  Hose down the areas as needed.

Elevator Door Tracks and Frames – These will be cleaned and polished and kept free of dirt.

Elevator Flooring – The carpet will be treated like all other carpet.  Hard floors will be damp mopped and spray buffed.

Elevator Lobbies – Elevator hardware and elevator doors will be cleaned and wiped dry.  Use proper cleaning compounds based applicable to the specific surfaces.

Elevator Parking Garage Lobbies – These shall be swept and mopped.

Elevator Walls – The walls will be damp wiped to remove dust, soil and smudges.  Polish metal and shine as needed.

Entrance Areas – All glass doors, transoms and side panels, to include the glass of the revolving door enclosures, will be cleaned and dry shined on both side.  Smudges and finger prints will be wiped from all metal and hardware on all doors.

Entrance Mats – Fabric coated entrance mats will be vacuumed.  Rubber, vinyl and door mat inserts will be swept or brushed with recessed catch basins being cleaned of all debris.

Exterior Grounds – Mop exterior pavers at entrances and remove all cigarettes butts on a nightly basis.

Exterior Stairways – All exterior stairwells, steps and landings will be swept and all trash and debris removed.  Handrails, signage and piping will be detail cleaned.

Flat Surface Dusting – All flat surfaces under six feet will be dusted with a soft treated dust cloth.  (this includes furniture)  Upholstered surfaces shall be spot whisked.

Glass – All inner office glass panels are to be spot cleaned to remove any fingerprints and smudges inclusive of door handles, knobs, and panic bars.  Remove soil smudges and fingerprints up to 72” in height.

Hard Surface Floor Cleaning – All tile, marble, wood, parquet, and other floor surfaces throughout the building, including stock rooms, kitchenettes, and break areas, will be dust mopped and thoroughly damp mopped to maintain a clean stain free appearance.  Remove any gum, tar, etc adhering to floor surfaces.  Hard surfaces will be stripped, sealed and refinished as often as needed to maintain a deep shine and scratch free appearance.  Tiles areas of composition floors will be spray buffed.

High Dusting – Clean vents, heating and AC grills surrounding wall and ceiling areas, picture frames, walls hangings, ledges above 72”, lights, exposed pipes and conduits, etc.

Interior Stairways – All interior stairwells, steps and landings will be swept, dust mopped and damp mopped and all trash and debris removed.  Handrails, signage and piping will be detail cleaned.

Lights – Daily reporting of burned out light bulbs in the work areas to the supervisor.

Loading Docks - The entire area shall be kept free of trash and debirs.  Sweep off the entire area including mats and either hose down or damp mop as needed.  Disinfect and deodorize as needed.

Marble Granite Walls – These walls from floor to ceiling shall be kept clean and free of streaks

Metal Work – Horizontal surfaces shall be dusted and free of spots, smudges, etc.

Mirrors – Wash and polish all mirrors

Planters – Remove debris and polish interior planters

Restroom Floors – Floors will be swept of paper and debris.  Floors will be wet mopped with a detergent disinfectant solution using a scraper or steel wool to remove adherents.  Carpet in these areas will be treated the same as all other carpet locations

Restroom/Breakroom Sinks – Sinks will be cleaned and sanitized.  Bright metal surfaces will be cleaned with a non scratch disinfectant and dry shined.

Restroom Stall Partitions – Partition walls will be wiped down and sanitized on both sides and shall be left in a non streak condition, partition tops will be dusted.

Restroom/Shower Walls – Walls and door frames will be spot cleaned to remove water splashes, runs, soap, fingerprints, mildew and smudges.

Restroom Waste Receptacles – All waste receptacles shall be emptied and wiped clean and liners replaced, inclusive of sanitary napkin disposal containers.

Sanitary Napkin/Tampon Dispensers - The sanitary napkin/tampon dispensers in the women's rest rooms will be under the custody and control of the Offeror. He will be responsible for furnishing supplies, refilling and maintaining these dispensers during the term of the Contract.  The cost to users of these items will not exceed twenty-five cents ($.25) each without prior consent of the Custodial Services Unit Chief.  All coins collected will be the property of the Offeror.

Upholstered Furniture – All upholstered furniture will be vacuumed with the proper attachments.

Walls – Wall surfaces around light switches, doorknobs, handrails, and other traffic areas are to be spot cleaned.

Waste Receptacles – All waste receptacles shall be emptied and wiped clean and liners replaced and put back in their original locations, wipe off streaks and runs from containers as needed.

Water Fountains – Water fountain dispensing areas and bowls shall be washed with a disinfectant solution and dry shined to insure clean healthy condition.  The sides of the metal housing unit will be wiped with a damp cloth to remove streaks and runs

Wood Doors  and Panels – All exterior and interior wood doors, panels, floors, including frames and hinges, will be wiped down



K. 
CUSTODIAL AREAS TO BE CLEANED:

Custodial areas will be kept clean and orderly.  Slop sinks will be cleaned nightly.  Floors in custodial closets will be scrubbed monthly.  


L.

QUALITY CONTROL PROGRAM:

The successful contractors will develop a quality control program in co-ordination with the Owner.  The quality control program will address frequency of tasks to assure a quality work environment for the building occupants, types of cleaning chemicals used, maintenance of hard finishes on walls and floors, maintaining of quality staff and supervisors, etc.


M.

DAY WORKERS:
The Offerors will be required to provide one full time day porter each day and 2 part time day porters during the legislative sessions.  These day works shall be in a complete uniform that is inclusive of pants and shirts that carry the company logo.  No smocks will be accepted.  The uniform shall be neat, clean and well maintained for the duration of the contract.  Day porters shall not have any personal cell phones.  Day porters shall not use any equipment or supplies in the building.  Day shall not loiter in any public areas of the building.  The day porter staff shall always be professional in their appearance and performance.

N.
NIGHTLY CLEANING REQUIREMENTS:
1.
All carpet shall be vacuumed.

2.
All stains; spots and spillage shall be removed.

3.
All tile floors shall be dusted mopped and spillage removed.  

4.
Walk-off mats shall be vacuumed.


5.
All surfaces of furniture, window sills, and any other surface (including telephone booths) within reach (6' height) while standing on the floor shall be dusted using approved dust control methods.  "Approved" dust control methods is defined as those methods approved by the Owner’s Representative or his designee and shall not include feather dusters or  similar dusting tools.


6.
Within the modular partitions, work surfaces, painted and vinyl surfaces, and drawer fronts shall be cleaned of spots.


7.
Spots and stains on fabric covered upholstery shall be removed as they appear.

8.
All walls, metal partitions, solid doors and doorframes shall be cleaned of spots.


9.
Discarded materials designed to be recycled shall be removed to a central collection point.

10.
All glass shall be wiped free of spots and smudges.

11. All brass and stainless shall be wiped clean.


12.
Drinking fountains shall be cleaned and wiped free of residue; stainless steel drinking fountains shall be cleaned and polished.

13.
Elevator walls and doors, inside and outside, shall be wiped clean.
14.
Elevator door tracks on each floor shall be vacuumed.

15.
Elevator matting/carpeting shall be vacuumed and spots removed.

16.
Trash staging area/loading dock shall be swept clean and hosed down.



17.
Restroom floors shall be damp mopped and baseboards wiped clean using a germicidal disinfectant.


18.
 All wash basins, shelves over basins, and mirrors shall be washed using a non-pitting cleaning agent.  This shall include the underside of basins and pipes.  Wash basins, shelves, mirrors, and pipes shall be rinsed and wiped dry so that no residue is left.


19.
The exterior of toilets, including seats (top and bottom) and urinals (including all pipes) shall be washed and the interior shall be scoured and disinfected with a germicidal. Exterior of toilets, including seats (top and bottom) and urinals (including pipes) shall be rinsed and wiped dry so that no residue is left.

20.
Writing or marks shall be removed from walls and stalls.

21.
Rest room waste receptacles and sanitary napkin/tampon disposals shall be emptied, wiped clean, and maintained in sanitary manner.  Contractor shall furnish plastic liners for waste receptacles and wax or paper disposals for sanitary napkin/tampon disposals.

22.
Soap, paper towel and toilet tissue dispensers shall be stocked and wiped clean.  Sanitary napkin/tampon dispensers shall be wiped clean and serviced as needed.  Toilet seat cover dispensers and deodorant cabinets shall be wiped clean and stocked as needed.

23.
All stairwells shall be policed and cleaned.  Stairwells shall include all stairwells within the building form the penthouse to the lower basement. This shall be done nightly and confirmed.
24.
Stairs shall be dust mopped and spots removed as they appear.

25.
Concrete floors shall be swept and damp mopped.

26.
Exterior sidewalks shall be policed and cleaned.  Any grass growing in sidewalk joints or at the sidewalk and building/curb joints shall be removed as it appears.  Sidewalks shall include all public sidewalks surrounding the building.

27.
Exterior and interior of entranceways shall be kept free of cobwebs.

28.
 Exterior open vestibules/patios/terraces/steps shall be policed and all loose debris (paper, cans, bottles, etc.) picked up or swept up.

29.
All exterior handrails shall be wiped clean.

30.
Exterior steps and open vestibules shall be swept.

31.
All trash shall be removed from the lunchroom, lobbies, office areas and restrooms and shall be removed to the trash staging area no later than 7:00 p.m.

32.
All exercise/aerobics rooms shall be cleaned.

33.
Parking garage elevator landing shall be swept and mopped.

34. 
During the legislative session, the contractor shall perform a midday check of all restrooms to assure restrooms are clean, trash receptacles are emptied, and that all supplies are maintained and stocked.

35.
Tables for the 6th floor cafeteria, 6th Floor West kitchenette, 2nd Floor West side Breakroom and tables outside of the Bill Room in the Basement shall be wet wiped each night.



36.
Restroom walls and stalls shall be thoroughly washed using a mixture to include germicidal disinfectant and thoroughly rinsed to remove all residue.


O.
WEEKLY CLEANING REQUIREMENTS:


1.
Baseboards shall be wiped free of dust.



2.
Solid door surfaces and frames shall be completely wiped down with a damp cloth.



3.
The vinyl backing of the walk off mats shall be damp mopped



4.
Polish all stainless steel/brass.



5.
All glass shall be thoroughly washed. 



6.
Metal frames shall be wiped clean with a damp cloth.



7.
Venetian blinds shall be dusted from the bottom to the highest point (6') the Contractor's employee can reach while standing on the floor.



8.
All tile floors shall be spray buffed.



9.
Floor drains shall be flushed and disinfectant added

          
10.
Exterior walls of open vestibules shall be cleaned of spots.




11.
Vinyl/leather covering of upholstered furniture shall be wiped using a damps cloth to remove spots.




12.
Elevator walls/doors inside and outside shall be polished.


P.
TWICE WEEKLY CLEANING REQUIREMENTS:

1. Exterior ledges and flat horizontal surfaces shall be wiped/swept clean.

2.
Stairwells:  handrails and stringers shall be dusted.


3.
Resilient tile floors/quarry tile floors in lobbies shall be spray buffed.


4.
All stairs and landings shall be damped mopped.


Q.
MONTHLY CLEANING REQUIREMENTS:


1.
Vinyl/leather covering of upholstered furniture shall be thoroughly wiped clean with a   damp cloth.


2.
Fabric-covered upholstered furniture shall be vacuumed.


3.
Metal partition surfaces shall be completely wiped down with a damp cloth.


4.
Paneled walls shall be completely wiped down with a clean damp cloth.


5.
All air conditioning and heating outlets, door louvers, and the areas around them, and all light fixtures shall be cleaned.  Light fixtures need not be disassembled.


6.
Exterior lights within reach using a stepladder shall be cleaned.


7.
Fire hose cabinets in stairwell shall be opened and wiped free of dust.


8.
Directory/bulletin boards shall be washed.


9.
All restroom floors shall be machine scrubbed.


R.
QUARTERLY CLEANING REQUIRMENTS:

1.
Shampoo walk off mats. 


2.
Shampoo elevator matting


3.
The Venetian blinds shall be thoroughly dusted from top to bottom.


S.
SEMI-ANNUALLY:

1.
Modular partitions covered with fabric shall be vacuumed using an upholstery tool.  Spots and stains in the fabric shall be removed as they appear.


2.
The venetian blinds shall be thoroughly wiped clean with a 
damp cloth.


3.
Elevator resilient tile floors shall be stripped of old finish, thoroughly rinsed and refinished.


4.
Restroom floors shall be stripped, thoroughly rinsed, resealed and refinished.


5.
Concrete floors shall be machine scrubbed, thoroughly rinsed and resealed.


6.
All non carpeted floors shall be completely stripped of all old finish using  an aggressive liquid stripper and an adequate amount of water, thoroughly rinsed, resealed with a minimum of four coats of sealer, and refinished with a minimum of four coats of finish.


T.
ANNUALLY:


1.
All carpet in the entire building, shall be extracted/cleaned during the Contract period, between August 1 and December 1.

2. Slate/marble/vinyl covered walls shall be washed.


U.
SPECIAL SERVICES FOR THE GENERAL ASSEMBLY BUILDING:

1. The contractor shall provide one day porter services for this building daily.  There is a temporary increase in the day porter hours during the legislative session.


2.
The day porters will provide water service and water cooler set up.  The water service is comprised of filling and dispensing pitchers and cups to meeting rooms as required.

IV.
PROPOSAL PREPARATION AND SUBMISSION INSTRUCTIONS:

A.
GENERAL INSTRUCTIONS: This section is used to inform the potential offerors of how many copies of the proposal must be submitted, how the proposal is to be prepared, the possibility of oral presentations by the offerors, etc.  To reduce administrative burden and costs, request enough copies so that each evaluator is provided a copy. The following are sample paragraphs normally used in this section.

1.
RFP Response: In order to be considered for selection, offerors must submit a complete response to this RFP.  One (1) original and (4) copies of each proposal must be submitted to the issuing agency.  No other distribution of the proposal shall be made by the offeror.

2.
Proposal Preparation:

a.
Proposals shall be signed by an authorized representative of the offeror.  All information requested should be submitted.  Failure to submit all information requested may result in the purchasing agency requiring prompt submission of missing information and/or giving a lowered evaluation of the proposal.  Proposals which are substantially incomplete or lack key information may be rejected by the purchasing agency.  Mandatory requirements are those required by law or regulation or are such that they cannot be waived and are not subject to negotiation.

b.
Proposals should be prepared simply and economically, providing a straightforward, concise description of capabilities to satisfy the requirements of the RFP.  Emphasis should be placed on completeness and clarity of content.

c.
Proposals should be organized in the order in which the requirements are presented in the RFP.  All pages of the proposal should be numbered.  Each paragraph in the proposal should reference the paragraph number of the corresponding section of the RFP.  It is also helpful to cite the paragraph number, subletter, and repeat the text of the requirement as it appears in the RFP.  If a response covers more than one page, the paragraph number and subletter should be repeated at the top of the next page.  The proposal should contain a table of contents which cross-references the RFP requirements.  Information which the offeror desires to present that does not fall within any of the requirements of the RFP should be inserted at an appropriate place or be attached at the end of the proposal and designated as additional material.  Proposals that are not organized in this manner risk elimination from consideration if the evaluators are unable to find where the RFP requirements are specifically addressed.

d.
As used in this RFP, the terms "must", "shall", "should" and “may” identify the criticality of requirements.  "Must" and "shall" identify requirements whose absence will have a major negative impact on the suitability of the proposed solution.  Items labeled as "should" or “may” are highly desirable, although their absence will not have a large impact and would be useful, but are not necessary.  Depending on the overall response to the RFP, some individual "must" and "shall" items may not be fully satisfied, but it is the intent to satisfy most, if not all, "must" and "shall" requirements.  The inability of an Offeror to satisfy a "must" or "shall" requirement does not automatically remove that Offeror from consideration; however, it may seriously affect the overall rating of the Offerors’ proposal.

e.
Each copy of the proposal should be bound or contained in a single volume where practical.  All documentation submitted with the proposal should be contained in that single volume.

f.
Ownership of all data, materials, and documentation originated and prepared for the State pursuant to the RFP shall belong exclusively to the State and be subject to public inspection in accordance with the Virginia Freedom of Information Act.  Trade secrets or proprietary information submitted by an offeror shall not be subject to public disclosure under the Virginia Freedom of Information Act; however, the offeror must invoke the protections of § 2.2-4342F of the Code of Virginia, in writing, either before or at the time the data or other material is submitted.  The written notice must specifically identify the data or materials to be protected and state the reasons why protection is necessary.  The proprietary or trade secret material submitted must be identified by some distinct method such as highlighting or underlining and must indicate only the specific words, figures, or paragraphs that constitute trade secret or proprietary information.  The classification of an entire proposal document, line item prices, and/or total proposal prices as proprietary or trade secrets is not acceptable and will result in rejection of the proposal.

3.
Oral Presentation: Offerors who submit a proposal in response to this RFP may be required to give an oral presentation of their proposal to the agency.  This provides an opportunity for the offeror to clarify or elaborate on the proposal.  This is a fact finding and explanation session only and does not include negotiation. The issuing agency will schedule the time and location of these presentations.  Oral presentations are an option of the purchasing agency and may or may not be conducted.

B.
SPECIFIC PROPOSAL INSTRUCTIONS: Use this section to inform the potential offerors of the information that must be submitted with their proposals.  The information requested is used as the basis for developing the proposal evaluation criteria.  

Proposals should be as thorough and detailed as possible so that the Department of General Services may properly evaluate your capabilities to provide the required goods/services.  Offerors are required to submit the following items as a complete proposal:

1.
Return the RFP cover sheet and all addenda acknowledgments, if any, signed and filled out as required.

2.
Offeror Data Sheet, included as an attachment to the RFP, and other specific items or data requested in the RFP.

3.
A written narrative statement to include:

a.
Experience in providing the goods/services described herein.

b.
Names, qualifications and experience of personnel to be assigned to the project.

c.
Resumes of staff to be assigned to the project.

d.
Quality control program

4.
Specific plans for providing the proposed goods/services including:

a.
List of proposed equipment/goods/etc. including operating parameters, cleaning products to be used, processes, etc.

b.
What, when and how the service will be performed.

5.
Proposed Price.  Indicate in the pricing schedule, Section XI of the RFP

6.
Small Business Subcontracting Plan – Summarize the planned utilization of DMBE-certified small businesses which include businesses owned by women and minorities, when they have received DMBE small business certification, under the contract to be awarded as a result of this solicitation. This is a requirement for all prime contracts in excess of $100,000 unless the solicitation has been set-aside for small businesses or no subcontracting opportunities exist. 
V.
EVALUATION AND AWARD CRITERIA: 
 


POINT

FOR SERVICES


VALUE

1.
Specific plans or methodology to be used to perform the services
 
25

2.
Price  

  
25

3.  
Experience and qualifications of personnel assigned to perform the services  
20

4.        Small Business Subcontracting Plan
 
20

5.
 References from other clients                  
  
10






_____

TOTAL              

100

B.
AWARD OF CONTRACT: Selection shall be made of two or more offerors deemed to be fully qualified and best suited among those submitting proposals on the basis of the evaluation factors included in the Request for Proposals, including price, if so stated in the Request for Proposals.  Negotiations shall be conducted with the offerors so selected.  Price shall be considered, but need not be the sole determining factor.  After negotiations have been conducted with each offeror so selected, the agency shall select the offeror which, in its opinion, has made the best proposal, and shall award the contract to that offeror.  The Commonwealth may cancel this Request for Proposals or reject proposals at any time prior to an award, and is not required to furnish a statement of the reasons why a particular proposal was not deemed to be the most advantageous (Code of Virginia, § 2.2-4359D).  Should the Commonwealth determine in writing and in its sole discretion that only one offeror is fully qualified, or that one offeror is clearly more highly qualified than the others under consideration, a contract may be negotiated and awarded to that offeror.  The award document will be a contract incorporating by reference all the requirements, terms and conditions of the solicitation and the contractor’s proposal as negotiated.

VI.
REPORTING AND DELIVERY INSTRUCTIONS: The contractor shall provide a monthly progress report to the Department of General Services outlining the following:”

1.
Specific cleaning activities and frequency performed
2.
Special activities performed by the day porter
3.
Corrective actions addressed
4.
Staffing levels and changes

5.
QC checklists and sign offs

VII.
PREPROPOSAL CONFERENCE: A mandatory pre proposal conference will be held on December 9, 2010 at 10:00 am Eastern Standard Time at the site at located in the Main Lobby of the General Assembly Building located at the corner of 9th and Broad Streets in Richmond, Va. 23250.  Please enter from the entrance located on the opposite side of the building from Broad Street. This is called the Darden Garden entrance.  No one will be admitted after 10:00 am.

Due to the importance of all bidders/offerors having a clear understanding of the specifications/scope of work and requirements of this solicitation, attendance at this conference will be a prerequisite for submitting a bid/proposal.  Bids/Proposals will only be accepted from those bidders/offerors who are represented at this prebid/preproposal conference.  Attendance at the conference will be evidenced by the representative’s signature on the attendance roster.  

Bring a copy of the solicitation with you.  Any changes resulting from this conference will be issued in a written addendum to the solicitation.


THIS IS THE ONLY TIME YOU WILL BE ALLOWED TO MEASURE THE GATHER INFORMATION ON THE BUILDING FOR PREPARING YOUR RESPONSE

VIII.
GENERAL TERMS AND CONDITIONS:
VENDORS MANUAL:  This solicitation is subject to the provisions of the Commonwealth of Virginia Vendors Manual and any changes or revisions thereto, which are hereby incorporated into this contract in their entirety.  The procedure for filing contractual claims is in section 7.19 of the Vendors Manual.  A copy of the manual is normally available for review at the purchasing office and is accessible on the Internet at www.eva.virginia.gov under “Vendors Manual” on the vendors tab.  

APPLICABLE LAWS AND COURTS: This solicitation and any resulting contract shall be governed in all respects by the laws of the Commonwealth of Virginia and any litigation with respect thereto shall be brought in the courts of the Commonwealth.  The agency and the contractor are encouraged to resolve any issues in controversy arising from the award of the contract or any contractual dispute using Alternative Dispute Resolution (ADR) procedures (Code of Virginia, § 2.2-4366).  ADR procedures are described in Chapter 9 of the Vendors Manual.  The contractor shall comply with all applicable federal, state and local laws, rules and regulations.

ANTI-DISCRIMINATION: By submitting their proposals, offerors certify to the Commonwealth that they will conform to the provisions of the Federal Civil Rights Act of 1964, as amended, as well as the Virginia Fair Employment Contracting Act of 1975, as amended, where applicable, the Virginians With Disabilities Act, the Americans With Disabilities Act and § 2.2-4311 of the Virginia Public Procurement Act (VPPA).  If the award is made to a faith-based organization, the organization shall not discriminate against any recipient of goods, services, or disbursements made pursuant to the contract on the basis of the recipient's religion, religious belief, refusal to participate in a religious practice, or on the basis of race, age, color, gender or national origin and shall be subject to the same rules as other organizations that contract with public bodies to account for the use of the funds provided; however, if the faith-based organization segregates public funds into separate accounts, only the accounts and programs funded with public funds shall be subject to audit by the public body. (Code of Virginia, § 2.2-4343.1E).
In every contract over $10,000 the provisions in 1. and 2. below apply:

1.
During the performance of this contract, the contractor agrees as follows:

a.
The contractor will not discriminate against any employee or applicant for employment because of race, religion, color, sex, national origin, age, disability, or any other basis prohibited by state law relating to discrimination in employment, except where there is a bona fide occupational qualification reasonably necessary to the normal operation of the contractor.  The contractor agrees to post in conspicuous places, available to employees and applicants for employment, notices setting forth the provisions of this nondiscrimination clause.

b.
The contractor, in all solicitations or advertisements for employees placed by or on behalf of the contractor, will state that such contractor is an equal opportunity employer.

c.
Notices, advertisements and solicitations placed in accordance with federal law, rule or regulation shall be deemed sufficient for the purpose of meeting these requirements.

2.
The contractor will include the provisions of 1. above in every subcontract or purchase order over $10,000, so that the provisions will be binding upon each subcontractor or vendor.

ETHICS IN PUBLIC CONTRACTING: By submitting their proposals, offerors certify that their proposals are made without collusion or fraud and that they have not offered or received any kickbacks or inducements from any other (bidder/offeror), supplier, manufacturer or subcontractor in connection with their (bid/proposal), and that they have not conferred on any public employee having official responsibility for this procurement transaction any payment, loan, subscription, advance, deposit of money, services or anything of more than nominal value, present or promised, unless consideration of substantially equal or greater value was exchanged.

IMMIGRATION REFORM AND CONTROL ACT OF 1986: By entering into a written contract with the Commonwealth of Virginia, the Contractor certifies that the Contractor does not, and shall not during the performance of the contract for goods and services in the Commonwealth, knowingly employ an unauthorized alien as defined in the federal Immigration Reform and Control Act of 1986.

DEBARMENT STATUS: By submitting their proposals, offerors certify that they are not currently debarred by the Commonwealth of Virginia from submitting bids or proposals on contracts for the type of goods and/or services covered by this solicitation, nor are they an agent of any person or entity that is currently so debarred.

ANTITRUST: By entering into a contract, the contractor conveys, sells, assigns, and transfers to the Commonwealth of Virginia all rights, title and interest in and to all causes of action it may now have or hereafter acquire under the antitrust laws of the United States and the Commonwealth of Virginia, relating to the particular goods or services purchased or acquired by the Commonwealth of Virginia under said contract.

MANDATORY USE OF STATE FORM AND TERMS AND CONDITIONS FOR RFPs   Failure to submit a proposal on the official state form provided for that purpose may be a cause for rejection of the proposal.  Modification of or additions to the General Terms and Conditions of the solicitation may be cause for rejection of the proposal; however, the Commonwealth reserves the right to decide, on a case by case basis, in its sole discretion, whether to reject such a proposal.

CLARIFICATION OF TERMS: If any prospective offeror has questions about the specifications or other solicitation documents, the prospective offeror should contact the buyer whose name appears on the face of the solicitation no later than five working days before the due date.  Any revisions to the solicitation will be made only by addendum issued by the buyer.

PAYMENT:

1.
To Prime Contractor:

a.
Invoices for items ordered, delivered and accepted shall be submitted by the contractor directly to the 


payment address shown on the purchase order/contract.  All invoices shall show the state contract number and/or purchase order number; social security number (for individual contractors) or the federal employer identification number (for proprietorships, partnerships, and corporations). 

b.
Any payment terms requiring payment in less than 30 days will be regarded as requiring payment 30 days after invoice or delivery, whichever occurs last.  This shall not affect offers of discounts for payment in less than 30 days, however.

c.
All goods or services provided under this contract or purchase order, that are to be paid for with public funds, shall be billed by the contractor at the contract price, regardless of which public agency is being billed.

d.
The following shall be deemed to be the date of payment: the date of postmark in all cases where payment is made by mail, or the date of offset when offset proceedings have been instituted as authorized under the Virginia Debt Collection Act.

e.
Unreasonable Charges.  Under certain emergency procurements and for most time and material purchases, final job costs cannot be accurately determined at the time orders are placed.  In such cases, contractors should be put on notice that final payment in full is contingent on a determination of reasonableness with respect to all invoiced charges.  Charges which appear to be unreasonable will be researched and challenged, and that portion of the invoice held in abeyance until a settlement can be reached.  Upon determining that invoiced charges are not reasonable, the Commonwealth shall promptly notify the contractor, in writing, as to those charges which it considers unreasonable and the basis for the determination.  A contractor may not institute legal action unless a settlement cannot be reached within thirty (30) days of notification.  The provisions of this section do not relieve an agency of its prompt payment obligations with respect to those charges which are not in dispute (Code of Virginia, § 2.2-4363).

2.
To Subcontractors:  

a.
A contractor awarded a contract under this solicitation is hereby obligated:

(1)
To pay the subcontractor(s) within seven (7) days of the contractor’s receipt of payment from the Commonwealth for the proportionate share of the payment received for work performed by the subcontractor(s) under the contract; or

(2)
To notify the agency and the subcontractor(s), in writing, of the contractor’s intention to withhold payment and the reason.

b.
The contractor is obligated to pay the subcontractor(s) interest at the rate of one percent per month (unless otherwise provided under the terms of the contract) on all amounts owed by the contractor that remain unpaid seven (7) days following receipt of payment from the Commonwealth, except for amounts withheld as stated in (2) above.  The date of mailing of any payment by U. S. Mail is deemed to be payment to the addressee.  These provisions apply to each sub-tier contractor performing under the primary contract.  A contractor’s obligation to pay an interest charge to a subcontractor may not be construed to be an obligation of the Commonwealth.

3.
Each prime contractor who wins an award in which provision of a SWAM procurement plan is a condition to the award, shall deliver to the contracting agency or institution, on or before request for final payment, evidence and certification of compliance (subject only to insubstantial shortfalls and to shortfalls arising from subcontractor default) with the SWAM procurement plan.  Final payment under the contract in question may be withheld until such certification is delivered and, if necessary, confirmed by the agency or institution, or other appropriate penalties may be assessed in lieu of withholding such payment.

4.
The Commonwealth of Virginia encourages contractors and subcontractors to accept electronic and credit card payments.

PRECEDENCE OF TERMS: The following General Terms and Conditions VENDORS MANUAL, APPLICABLE LAWS AND COURTS, ANTI-DISCRIMINATION, ETHICS IN PUBLIC CONTRACTING, IMMIGRATION REFORM AND CONTROL ACT OF 1986, DEBARMENT STATUS, ANTITRUST, MANDATORY USE OF STATE FORM AND TERMS AND CONDITIONS, CLARIFICATION OF TERMS, PAYMENT shall apply in all instances.  In the event there is a conflict between any of the other General Terms and Conditions and any Special Terms and Conditions in this solicitation, the Special Terms and Conditions shall apply.

QUALIFICATIONS OF (OFFERORS): The Commonwealth may make such reasonable investigations as deemed proper and necessary to determine the ability of the offeror to perform the services/furnish the goods and the offeror shall furnish to the Commonwealth all such information and data for this purpose as may be requested.  The Commonwealth reserves the right to inspect offeror’s  physical facilities prior to award to satisfy questions regarding the offeror’s  capabilities.  The Commonwealth further reserves the right to reject any proposal if the evidence submitted by, or investigations of, such offeror fails to satisfy the Commonwealth that such offeror is properly qualified to carry out the obligations of the contract and to provide the services and/or furnish the goods contemplated therein.

TESTING AND INSPECTION: The Commonwealth reserves the right to conduct any test/inspection it may deem advisable to assure goods and services conform to the specifications.

ASSIGNMENT OF CONTRACT: A contract shall not be assignable by the contractor in whole or in part without the written consent of the Commonwealth.

CHANGES TO THE CONTRACT: Changes can be made to the contract in any of the following ways:

1.
The parties may agree in writing to modify the scope of the contract.  An increase or decrease in the price of the contract resulting from such modification shall be agreed to by the parties as a part of their written agreement to modify the scope of the contract.

2.
The Purchasing Agency may order changes within the general scope of the contract at any time by written notice to the contractor.  Changes within the scope of the contract include, but are not limited to, things such as services to be performed, the method of packing or shipment, and the place of delivery or installation.  The contractor shall comply with the notice upon receipt.  The contractor shall be compensated for any additional costs incurred as the result of such order and shall give the Purchasing Agency a credit for any savings.  Said compensation shall be determined by one of the following methods:

a.
By mutual agreement between the parties in writing; or

b.
By agreeing upon a unit price or using a unit price set forth in the contract, if the work to be done can be expressed in units, and the contractor accounts for the number of units of work performed, subject to the Purchasing Agency’s right to audit the contractor’s records and/or to determine the correct number of units independently; or

c.
By ordering the contractor to proceed with the work and keep a record of all costs incurred and savings realized.  A markup for overhead and profit may be allowed if provided by the contract.  The same markup shall be used for determining a decrease in price as the result of savings realized.  The contractor shall present the Purchasing Agency with all vouchers and records of expenses incurred and savings realized.  The Purchasing Agency shall have the right to audit the records of the contractor as it deems necessary to determine costs or savings.  Any claim for an adjustment in price under this provision must be asserted by written notice to the Purchasing Agency within thirty (30) days from the date of receipt of the written order from the Purchasing Agency.  If the parties fail to agree on an amount of adjustment, the question of an increase or decrease in the contract price or time for performance shall be resolved in accordance with the procedures for resolving disputes provided by the Disputes Clause of this contract or, if there is none, in accordance with the disputes provisions of the Commonwealth of Virginia Vendors Manual.  Neither the  existence of a claim nor a dispute resolution process, litigation or any other provision of this contract shall excuse the contractor from promptly complying with the changes ordered by the Purchasing Agency or with the performance of the contract generally.

DEFAULT: In case of failure to deliver goods or services in accordance with the contract terms and conditions, the Commonwealth, after due oral or written notice, may procure them from other sources and hold the contractor responsible for any resulting additional purchase and administrative costs.  This remedy shall be in addition to any other remedies which the Commonwealth may have.

INSURANCE: By signing and submitting a bid or proposal under this solicitation, the bidder or offeror certifies that if awarded the contract, it will have the following insurance coverage at the time the contract is awarded.  For construction contracts, if any subcontractors are involved, the subcontractor will have workers’ compensation insurance in accordance with §§ 2.2-4332 and 65.2-800 et seq. of the Code of Virginia.  The bidder or offeror further certifies that the contractor and any subcontractors will maintain these insurance coverage during the entire term of the contract and that all insurance coverage will be provided by insurance companies authorized to sell insurance in Virginia by the Virginia State Corporation Commission.

MINIMUM INSURANCE COVERAGES AND LIMITS REQUIRED FOR MOST CONTRACTS:

1. Workers’ Compensation - Statutory requirements and benefits.  Coverage is compulsory for employers of three or more employees, to include the employer. Contractors who fail to notify the Commonwealth of increases in the number of employees that change their workers’ compensation requirements under the Code of Virginia during the course of the contract shall be in noncompliance with the contract.

2.
Employer’s Liability - $100,000.

3. Commercial General Liability - $1,000,000 per occurrence.  Commercial General Liability is to include bodily injury and property damage, personal injury and advertising injury, products and completed operations coverage.  The Commonwealth of Virginia must be named as an additional insured and so endorsed on the policy.

4.
Automobile Liability - $1,000,000 per occurrence. (Only used if motor vehicle is to be used in the contract.)

ANNOUNCEMENT OF AWARD:  Upon the award or the announcement of the decision to award a contract over $50,000, as a result of this solicitation, the purchasing agency will publicly post such notice on the DGS/DPS eVA web site (www.eva.virginia.gov) for a minimum of 10 days.

DRUG-FREE WORKPLACE: During the performance of this contract, the contractor agrees to (i) provide a drug-free workplace for the contractor's employees; (ii) post in conspicuous places, available to employees and applicants for employment, a statement notifying employees that the unlawful manufacture, sale, distribution, dispensation, possession, or use of a controlled substance or marijuana is prohibited in the contractor's workplace and specifying the actions that will be taken against employees for violations of such prohibition; (iii) state in all solicitations or advertisements for employees placed by or on behalf of the contractor that the contractor maintains a drug-free workplace; and (iv) include the provisions of the foregoing clauses in every subcontract or purchase order of over $10,000, so that the provisions will be binding upon each subcontractor or vendor. 


For the purposes of this section, “drug-free workplace” means a site for the performance of work done in connection with a specific contract awarded to a contractor, the employees of whom are prohibited from engaging in the unlawful manufacture, sale, distribution, dispensation, possession or use of any controlled substance or marijuana during the performance of the contract.

NONDISCRIMINATION OF CONTRACTORS:  A bidder, offeror, or contractor shall not be discriminated against in the solicitation or award of this contract because of race, religion, color, sex, national origin, age, disability, faith-based organizational status, any other basis prohibited by state law relating to discrimination in employment or because the bidder or offeror employs ex-offenders unless the state agency, department or institution has made a written determination that employing ex-offenders on the specific contract is not in its best interest.  If the award of this contract is made to a faith-based organization and an individual, who applies for or receives goods, services, or disbursements provided pursuant to this contract objects to the religious character of the faith-based organization from which the individual receives or would receive the goods, services, or disbursements, the public body shall offer the individual, within a reasonable period of time after the date of his objection, access to equivalent goods, services, or disbursements from an alternative provider.

eVA BUSINESS-TO-GOVERNMENT VENDOR REGISTRATION:  The eVA Internet electronic procurement solution, website portal www.eVA.virginia.gov, streamlines and automates government purchasing activities in the Commonwealth.  The eVA portal is the gateway for vendors to conduct business with state agencies and public bodies.  All vendors desiring to provide goods and/or services to the Commonwealth shall participate in the eVA Internet e-procurement solution either through the eVA Basic Vendor Registration Service or eVA Premium Vendor Registration Service.  All bidders or offerors must register in eVA; failure to register will result in the bid/proposal being rejected.  

a.
eVA Basic Vendor Registration Service:  $25 Annual Registration Fee plus the appropriate order Transaction Fee specified below.  eVA Basic Vendor Registration Service includes electronic order receipt, vendor catalog posting, on-line registration, electronic bidding, and the ability to research historical procurement data available in the eVA purchase transaction data warehouse.


b.
eVA Premium Vendor Registration Service:  $25 Annual Registration Fee plus the appropriate order Transaction Fee specified below.  eVA Premium Vendor Registration Service includes all benefits of the eVA Basic Vendor Registration Service plus automatic email or fax notification of solicitations and amendments.


c.
For orders issued prior to August 16, 2006, the Vendor Transaction Fee is 1%, capped at a maximum of $500 per order.


d.
For orders issued August 16, 2006 and after, the Vendor Transaction Fee is:


(i)
DMBE-certified Small Businesses:  1%, capped at $500 per order.


(ii)
Businesses that are not DMBE-certified Small Businesses:  1%, capped at $1,500 per order.

The eVA transaction fee will be invoiced approximately 30 days after the corresponding purchase order is issued and payable 30 days after the invoice date.  Any adjustments (increases/decreases) will be handled through purchase order changes.

AVAILABILITY OF FUNDS:  It is understood and agreed between the parties herein that the agency shall be bound hereunder only to the extent of the funds available or which may hereafter become available for the purpose of this agreement.

BID PRICE CURRENCY:  Unless stated otherwise in the solicitation, bidders/offerors shall state bid/offer prices in US dollars.

AUTHORIZATION TO CONDUCT BUSINESS IN THE COMMONWEALTH:  A contractor organized as a stock or nonstock corporation, limited liability company, business trust, or limited partnership or registered as a registered limited liability partnership shall be authorized to transact business in the Commonwealth as a domestic or foreign business entity if so required by Title 13.1 or Title 50 of the Code of Virginia or as otherwise required by law. Any business entity described above that enters into a contract with a public body pursuant to the Virginia Public Procurement Act shall not allow its existence to lapse or its certificate of authority or registration to transact business in the Commonwealth, if so required under Title 13.1 or Title 50, to be revoked or cancelled at any time during the term of the contract. A public body may void any contract with a business entity if the business entity fails to remain in compliance with the provisions of this section.

IX.

SPECIAL TERMS AND CONDITIONS: 
ADVERTISING In the event a contract is awarded for supplies, equipment, or services resulting from this bid/proposal, no indication of such sales or services to the (name of institution) will be used in product literature or advertising.  The contractor shall not state in any of its advertising or product literature that (name of agency/institution) has purchased or uses any of its products or services, and the contractor shall not include (name of agency/institution) in any client list in advertising and promotional materials..

 AUDIT: The contractor shall retain all books, records, and other documents relative to this contract for five (5) years after final payment, or until audited by the Commonwealth of Virginia, whichever is sooner.  The agency, its authorized agents, and/or state auditors shall have full access to and the right to examine any of said materials during said period.

 ADDITIONAL USERS:  This procurement is being conducted on behalf of state agencies, institutions and other public bodies who may be added or deleted at anytime during the period of the contract.  The addition or deletion of authorized users not specifically named in the solicitation shall be made only by written contract modification issued by this agency or institution and upon mutual agreement of the contractor.  Such modification shall name the specific agency added or deleted and the effective date.  The contractor shall not honor an order citing the resulting contract unless the ordering entity has been added by written contract modification.

 BEST AND FINAL OFFER (BAFO): At the conclusion of negotiations, the offeror(s) may be asked to submit in writing, a Best And Final Offer (BAFO).  After the BAFO is submitted, no further negotiations shall be conducted with  the offeror(s).  The offeror’s proposal will be rescored to combine and include the information contained in the BAFO.  The decision to award will be based on the final evaluation including the BAFO.

 CANCELLATION OF CONTRACT: The purchasing agency reserves the right to cancel and terminate any resulting contract, in part or in whole, without penalty, upon 60 days written notice to the contractor.  In the event the initial contract period is for more than 12 months, the resulting contract may be terminated by either party, without penalty, after the initial 12 months of the contract period upon 60 days written notice to the other party.  Any contract cancellation notice shall not relieve the contractor of the obligation to deliver and/or perform on all outstanding orders issued prior to the effective date of cancellation.

CONTRACTOR’S TITLE TO MATERIALS: No materials or supplies for the work shall be purchased by the contractor or by any subcontractor subject to any chattel mortgage or under a conditional sales or other agreement by which an interest is retained by the seller.  The contractor warrants that he has clear title to all materials and supplies for which he invoices for payment.
 IDENTIFICATION OF BID/PROPOSAL ENVELOPE: If a special envelope is not furnished, or if return in the special envelope is not possible, the signed bid/proposal should be returned in a separate envelope or package, sealed and identified as follows:

From:                                                                
                                
___________ 
 Name of Bidder/Offeror


Due Date


Time

                                                                 
________________                                
 Street or Box Number


IFB No./RFP No. 

                                                                 
________________                                                          
City, State, Zip Code



IFB/RFP Title

Name of Contract/Purchase Officer or Buyer







                                                                 
The envelope should be addressed as directed on Page 1 of the solicitation.

If a bid/proposal not contained in the special envelope is mailed, the bidder or offeror takes the risk that the envelope, even if marked as described above, may be inadvertently opened and the information compromised which may cause the bid or proposal to be disqualified.  Bids/proposals may be hand delivered to the designated location in the office issuing the solicitation.  No other correspondence or other bids/proposals should be placed in the envelope.

 INSPECTION OF JOB SITE: My signature on this solicitation constitutes certification that I have inspected the job site and am aware of the conditions under which the work must be accomplished.  Claims, as a result of failure to inspect the job site, will not be considered by the Commonwealth.

 LABELING OF HAZARDOUS SUBSTANCES: If the items or products requested by this solicitation are “Hazardous Substances” as defined by § 1261 of Title 15 of the United States Code (U.S.C.) or “Pesticides” as defined in § 136 of Title 7 of the United States Code, then the bidder/offeror, by submitting his bid/proposal, certifies and warrants that the items or products to be delivered under this contract shall be properly labeled as required by the foregoing sections and that by delivering the items or products the bidder/offeror does not violate any of the prohibitions of Title 15 U.S.C. § 1263 or Title 7 U.S.C. § 136.
MATERIAL SAFETY DATA SHEETS: Material Safety Data Sheets and descriptive literature shall be provided with the bid/proposal for each chemical and/or compound to be uese.  Failure on the part of the bidder/offeror to submit such data sheets may be cause for declaring the bid/proposal as nonresponsive.
SMALL BUSINESS SUBCONTRACTING AND EVIDENCE OF COMPLIANCE: 


A.
It is the goal of the Commonwealth that 40% of its purchases be made from small businesses.  This includes discretionary spending in prime contracts and subcontracts.  All potential bidders/offerors are required to submit a Small Business Subcontracting Plan.  Unless the bidder/offeror is registered as a DMBE-certified small business and where it is practicable for any portion of the awarded contract to be subcontracted to other suppliers, the contractor is encouraged to offer such subcontracting opportunities to DMBE-certified small businesses.  This shall not exclude DMBE-certified women-owned and minority-owned businesses when they have received DMBE small business certification.  No bidder/offeror or subcontractor shall be considered a Small Business, a Women-Owned Business or a Minority-Owned Business unless certified as such by the Department of Minority Business Enterprise (DMBE) by the due date for receipt of bids or proposals.  If small business subcontractors are used, the prime contractor agrees to report the use of small business subcontractors by providing the purchasing office at a minimum the following information:  name of small business with the DMBE certification number, phone number, total dollar amount subcontracted, category type (small, women-owned, or minority-owned), and type of product/service provided. 


B.
Each prime contractor who wins an award in which provision of a small business subcontracting plan is a condition of the award, shall deliver to the contracting agency or institution on a quarterly  basis, evidence of compliance (subject only to insubstantial shortfalls and to shortfalls arising from subcontractor default) with the small business subcontracting plan.  When such business has been subcontracted to these firms and upon completion of the contract, the contractor agrees to furnish the purchasing office at a minimum the following information:  name of firm with the DMBE certification number, phone number, total dollar amount subcontracted, category type (small, women-owned, or minority-owned), and type of product or service provided.  Payment(s) may be withheld until compliance with the plan is received and confirmed by the agency or institution.  The agency or institution reserves the right to pursue other appropriate remedies to include, but not be limited to, termination for default.




C.
Each prime contractor who wins an award valued over $200,000 shall deliver to the contracting agency or institution on a quarterly basis, information on use of subcontractors that are not DMBE-certified small businesses.   When such business has been subcontracted to these firms and upon completion of the contract, the contractor agrees to furnish the purchasing office at a minimum the following information:  name of firm, phone number, total dollar amount subcontracted, and type of product or service provided.  



* When Used:  Use in solicitations for goods, nonprofessional services, or non capital outlay construction when a small business subcontracting plan is a condition of the award.  Required in solicitations valued over $100,000 that are not set-aside for small business unless a written determination, signed by the chief purchasing officer and supported by factual evidence explaining in sufficient detail why no subcontracting opportunities exist is made. Fill in the blank with period of time or occurrence when evidence of compliance is due, e.g., request for final payment, monthly, quarterly, annually, end of contract period. 
 PRIME CONTRACTOR RESPONSIBILITIES: The contractor shall be responsible for completely supervising and directing the work under this contract and all subcontractors that he may utilize, using his best skill and attention.  Subcontractors who perform work under this contract shall be responsible to the prime contractor.  The contractor agrees that he is as fully responsible for the acts and omissions of his subcontractors and of persons employed by them as he is for the acts and omissions of his own employees.

PRODUCT INFORMATION:  The bidder/offeror shall clearly and specifically identify the product being offered and enclose complete and detailed descriptive literature, catalog cuts and specifications with the bid/proposal to enable the Commonwealth to determine if the product offered meets the requirements of the solicitation.  Failure to do so may cause the bid/proposal to be considered nonresponsive.

RENEWAL OF CONTRACT: This contract may be renewed by the Commonwealth for three successive one year periods)under the terms and conditions of the original contract except as stated in 1. and 2. below.  Price increases may be negotiated only at the time of renewal.  Written notice of the Commonwealth’s intention to renew shall be given approximately 90 days prior to the expiration date of each contract period.

If the Commonwealth elects to exercise the option to renew the contract for an additional one-year period, the contract price(s) for the additional one year shall not exceed the contract price(s) of the original contract increased/decreased by more than the percentage increase/decrease of the Other Services category of the CPI-W section of the Consumer Price Index of the United States Bureau of Labor Statistics for the latest twelve months for which statistics are available.

SUBCONTRACTS:  No portion of the work shall be subcontracted without prior written consent of the purchasing agency.  In the event that the contractor desires to subcontract some part of the work specified herein, the contractor shall furnish the purchasing agency the names, qualifications and experience of their proposed subcontractors.  The contractor shall, however, remain fully liable and responsible for the work to be done by its subcontractor(s) and shall assure compliance with all requirements of the contract.

USE OF RECYCLED MATERIALS:  Notwithstanding the prohibition against used, damaged or obsolete items, vendors are encouraged to use secondary or recycled materials in the manufacture of products to the maximum extent practicable without jeopardizing the performance or intended end use of the product unless such use is precluded due to health and welfare or safety requirements or product specifications contained herein.  Please provide the following information in this regard:

WARRANTY (COMMERCIAL):  The contractor agrees that the goods or services furnished under any award resulting from this solicitation shall be covered by the most favorable commercial warranties the contractor gives any customer for such goods or services and that the rights and remedies provided therein are in addition to and do not limit hose available to the Commonwealth by any other clause of this solicitation.  A copy of this warranty should be furnished with the bid/proposal.

WORK SITE DAMAGES:  Any damage to existing utilities, equipment or finished surfaces resulting from the performance of this contract shall be repaired to the Commonwealth’s satisfaction at the contractor’s expense.

eVA BUSINESS-TO-GOVERNMENT CONTRACTS AND ORDERS:  The solicitation/contract will result in (one annual) purchase order(s) with the eVA transaction fee specified below assessed for each order.


a.
For orders issued prior to August 16, 2006, the Vendor Transaction Fee is 1%, capped at a maximum of $500 per order.


b.
For orders issued August 16, 2006 and after, the Vendor Transaction Fee is:



(i)
 DMBE-certified Small Businesses:  1%, Capped at $500 per order.



(ii)
Businesses that are not DMBE-certified Small Businesses:  1%, Capped at $1,500 per order.


The eVA transaction fee will be assessed approximately 30 days after each purchase order is issued.  Any adjustments (increases/decreases) will be handled through eVA change orders.


Internet electronic procurement solution, website portal www.eva.virginia.gov , streamlines and automates government purchasing activities in the Commonwealth.  The portal is the gateway for vendors to conduct business with state agencies and public bodies.


Vendors desiring to provide goods and/or services to the Commonwealth shall participate 


in the eVA Internet e-procurement solution and agree to comply with the following:


If this solicitation is for a term contract, failure to provide an electronic catalog (price list) or index page catalog for items awarded will be just cause for the Commonwealth to reject your bid/offer or terminate this contract for default.  The format of this electronic catalog shall conform to the eVA Catalog Interchange Format (CIF) Specification that can be accessed and downloaded from www.eVA.virginia.gov.  Contractors should email Catalog or Index Page information to eVA-catalog-manager@dgs.virginia.gov.

CONTINUITY OF SERVICES: 

a) The Contractor recognizes that the services under this contract are vital to the Agency and must be continued without interruption and that, upon contract expiration, a successor, either the Agency or another contractor, may continue them. The Contractor agrees: 

(i) To exercise its best efforts and cooperation to effect an orderly and efficient transition to a successor;

(ii) To make all Agency owned facilities, equipment, and data available to any successor at an appropriate time prior to the expiration of the contract to facilitate transition to successor;  and

(iii) That the Agency Contracting Officer shall have final authority to resolve disputes related to the transition of the contract from the Contractor to its successor.

b) The Contractor shall, upon written notice from the Contract Officer, furnish phase-in/phase-out services for up to ninety (90) days after this contract expires and shall negotiate in good faith a plan with the successor to execute the phase-in/phase-out services. This plan shall be subject to the Contract Officer’s approval. 

c) The Contractor shall be reimbursed for all reasonable, pre-approved phase-in/phase-out costs (i.e., costs incurred within the agreed period after contract expiration that result from phase-in, phase-out operations) and a fee (profit) not to exceed a pro rata portion of the fee (profit) under this contract.  All phase-in/phase-out work fees must be approved by the Contract Officer in writing prior to commencement of said work.

STATE CORPORATION COMMISSION IDENTIFICATION NUMBER:  Pursuant to Code of Virginia, §2.2-4311.2 subsection B, a bidder or offeror organized or authorized to transact business in the Commonwealth pursuant to Title 13.1 or Title 50 is required to include in its bid or proposal the identification number issued to it by the State Corporation Commission (SCC). Any bidder or offeror that is not required to be authorized to transact business in the Commonwealth as a foreign business entity under Title 13.1 or Title 50 or as otherwise required by law is required to include in its bid or proposal a statement describing why the bidder or offeror is not required to be so authorized. 

X.
METHOD OF PAYMENT: Monthly based on an approved invoice.
XI.
PRICING SCHEDULE: See attachment A and B
XII.
ATTACHMENTS: 


Attachment A Pricing Schedule Non Session

Attachment B Pricing Schedule Session


Attachment C Vendors data sheet


Attachment D Security policy and form










