**NOTICE OF REQUEST FOR PROPOSALS**

Posted/Mailed:  August 22, 2012
HILLSBOROUGH COMMUNITY COLLEGE

IS ACCEPTING SEALED PROPOSALS FOR THE FOLLOWING:

RFP # 2612-13
Wayfinding Signage, Dale Mabry Campus

Hillsborough Community College is seeking proposals from qualified firms to provide fabrication and installation of illuminated panel signs located throughout the campus and as indicated on the drawings provided.  

All proposals must be delivered to the College’s Purchasing Department, Dr. Gwendolyn W. Stephenson District Administration Center, 39 Columbia Drive, 6th Floor, Room 623, Tampa (Davis Island), Florida 33606-3584, or mailed to the Purchasing Department, P.O. Box 31127, Tampa, Florida 33631-3127, to be received before 10:00 am on 09/19/2012 at which time all proposals will be publicly opened and read.  Proposals may not be faxed.
When hand-delivering proposals, Proposers will need to allow sufficient time to locate available parking and report to the Dr. Gwendolyn W. Stephenson District Administration Center Security & Reception Desk located on the First Floor.  All external visitors are required to check-in, sign the visitor log, and wear a “VISITOR” badge during their stay in the building.

Proposals must be clearly identified on the outside of the envelope as:
REQUEST FOR PROPOSAL # 2612-13 Wayfinding Signage, Dale Mabry Campus.
The complete Notice of Request for Proposals (RFP), which includes submittal requirements and evaluation criteria, will be posted on the College’s website at www.hccfl.edu/purchasing under Current Solicitations.  Addenda and any other supplemental information regarding this RFP, if any are issued, will also be posted on the website throughout the solicitation process.  Potential offerors are encouraged to monitor the website throughout the solicitation process and prior to submitting proposals.  Please review the information on the website prior to submitting questions to Rebecca Morrison, Buyer, via email at hccpurchasing@hccfl.edu.  Contact with anyone other than the procurement officer or his/her designee may result in the rejection of your proposal.
The College will not be responsible for any delays in delivery of proposals.  HCC encourages participation of women/minority-owned business enterprises (W/MBE) and subcontractors.
Rebecca S. Morrison, FCCM

Buyer, 

(813) 253-7151
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TERMS AND CONDITIONS

RFP TERMS

In ALL cases where the terms “Bid” or “Bidder” are indicated in the “Terms and Conditions” of this Request for Proposal, responders to this Request for Proposal must consider these terms to refer to “RFP” and “Vendors, Proposers, or Offerors” submitting written proposals.  This RFP will, in all cases, be evaluated as a Request for Proposal (RFP) and will not be evaluated as an Invitation to Bid (ITB) or Request for Bids (RFB) that is awarded solely on the basis of lowest price or highest commission.

GENERAL INFORMATION
These specifications constitute the complete set of specification requirements and RFP forms.  The RFP’s Proposal Response Forms are to be completed, signed by an authorized agent, and all documentation sealed in an envelope bearing the RFP number on the outside and mailed or presented to the HCC Purchasing Department on or before the specified time and date for opening.

The responsibility of getting proposals to Hillsborough Community College on or before the specified time and date for opening will be solely and strictly the responsibility of the Vendor.  Hillsborough Community College will in no way be responsible for delays caused by the United States Postal Service delivery or a delay caused by any other occurrence.  Offers by telephone, telegram, facsimile, or email will not be accepted.  If using an express mail service, be sure to use the College’s street address and its zip code; DO NOT USE the P.O. Box number and its zip code.
The designated opening time for proposals submitted in response to this RFP will be and must be scrupulously observed.  Under no circumstances will proposals delivered after the designated time specified be considered.  Such proposals will be returned to the vendor unopened.

Proposers will not be allowed to withdraw or modify their proposals after the designated opening time and date unless invited to do so by the College.  Upon becoming public information, RFP files may be examined during normal working hours, by appointment.  For information concerning this RFP, please contact:
Vonda F. Melchior
Director of Purchasing

Hillsborough Community College
Purchasing Department
P. O. Box 31127

Tampa, Florida  33631-3127

Telephone:  (813) 253-7060

Facsimile:  (813) 253-7561
H.C.C. PRIVILEGES
Hillsborough Community College (HCC) reserves the right to accept or to reject any or all proposals and to make the award to the Vendor(s), who in the opinion of Hillsborough Community College, will be in the best interest of and/or the most advantageous to the College.  Hillsborough Community College also reserves the right to reject the proposal of any Vendor who has previously failed in the proper performance of any previous College award or to deliver on-time for any College contracts of a similar nature or who is not in a position to properly perform the services as required under the award of this contract.  Hillsborough Community College also reserves the right to evaluate vendors’ performance based on any references which the College may request from other entities.  Hillsborough Community College reserves the right to inspect all facilities of vendors’ in order to make a determination as to the foregoing.
RIGHT TO WAIVE RE-PROPOSE
Hillsborough Community College reserves the right to waive irregularities and technicalities and request re-proposals.

RESPONSIBILITY OF VENDOR

The Vendor shall be responsible for reading very carefully, and understanding completely, the requirements and the scope of work of all items contained in this RFP.  The RFP’s designated time for opening will be and must be scrupulously observed.  Under no circumstances will proposals delivered after the time specified be considered.  Such proposals shall be returned to the Vendor unopened with the notation, “This proposal was received after the time designated for the receipt and opening of RFP.”

RFP ERRORS

In the case of error in the extensions of proposal pricing, the unit prices will govern.  Proposals having erasures or handwritten corrections must be initialed in ink by the Vendor.

CLAIMS

Successful Vendors will be responsible for making any and all claims against carriers for missing or damaged items.

OCCUPATIONAL SAFETY AND HEALTH ACT
The Vendor certifies that all material, equipment, etc., contained in their proposal meet all Occupational Safety and Health Act (OSHA) requirements.  The Vendor further certifies that, if they are the successful Vendor, and the material, equipment, etc., delivered is subsequently found to be deficient in any OSHA requirement in effect on the date of delivery, all costs necessary to bring the material, equipment, etc., into compliance with OSHA requirements shall be borne by the successful Vendor.

FORMAL RFPs

Offers by telephone, telegram, facsimile, or email will not be accepted.  Proposals must be submitted in writing as requested herein.
ALTERNATES

The determination as to whether any alternate product or service is or is not equal shall be made by the College and such determination shall be final and binding upon all Proposers.

CONFLICT OF INTEREST
The contract award hereunder is subject to provisions of Chapter 112, Florida Statutes.  All Proposers must disclose with their proposal:  the name of any officer, director, or agent who is also an employee of Hillsborough Community College.  Further, all Proposers must disclose with their proposal:  the name of any College employee or College Board Trustee who owns, directly or indirectly, an interest of more than five percent (5%) in the Vendor’s firm, subsidiaries, branches, or parent companies.
SPECIFICATIONS

Any proposed deviation or exception from the RFP’s specifications listed herein must be clearly indicated in the Vendor’s proposal; otherwise, it shall be considered that items offered are in strict compliance with these RFP specifications, and the successful Vendor will be held responsible for such.  Therefore, any proposed deviations or exceptions must be highlighted, explained in detail, and itemized by RFP section number in the Vendor’s proposal.  Any items that do not meet the College’s specifications upon delivery shall not be accepted; and if the item cannot be brought up to the College’s specifications within a reasonable time, the successful Vendor will be required to compensate the College for the difference in price entailed in going to the next lowest ranked Vendor.

PROTESTS
Hillsborough Community College Administrative Rule 6.08, Authority to Purchase, and Administrative Procedure 5.300, Purchasing, are incorporated into this RFP by reference and shall apply except as may be modified by the terms and conditions of this RFP.  Protests shall be handled in accordance with Section 120.57, Florida Statutes.  Failure to file a protest within the time prescribed in Section 120.57(3), Florida Statutes, or failure to post the bond or other security required by law within the time allowed for filing a bond shall constitute a waiver of proceedings under Chapter 120, Florida Statutes.
INSPECTION OF SEALED BIDS OR PROPOSALS
In accordance with Section 119.071, Florida Statutes, sealed bids or proposals received by the College pursuant to invitations to bid or requests for proposals are exempt from public record per Section 119.07(1), Florida Statutes, and Section 24(a), Art. I of the State Constitution, until such time as the College provides notice of a decision or intended decision pursuant to Section 120.57(3)(a), Florida Statutes, or within ten (10) days after bid or proposal opening, whichever is earlier.
PUBLIC RECORDS
Any materials submitted in response to this RFP will become public documents pursuant to Section 119.07, Florida Statutes.  This includes materials and information which the responding Vendor might consider to be confidential, proprietary, or trade secrets.  Any claim of confidentiality is waived upon submission effective after opening pursuant to Section 119.07, Florida Statutes.
LEGAL REQUIREMENTS

Federal, State, County and local laws, ordinances, rules, and regulations that in any manner affect the items covered herein apply.  Lack of knowledge by the Vendor will in no way be a cause for relief from responsibility.

FEDERAL AND STATE TAX
Hillsborough Community College is exempt from Federal Excise Tax, State Sales and Service Tax, and State Tax for Tangible Personal Property.  The Director of Purchasing will sign exemption certification certificates submitted by the successful Vendor upon request.  Vendors doing business with Hillsborough Community College shall not be exempted from paying sales tax to their suppliers for materials to fulfill contractual obligations with Hillsborough Community College, nor shall any Vendor be authorized to use the College’s tax exemption number in securing such materials.  However, the College does reserve the right to work with the awarded Vendor to issue direct purchase orders on a tax exempt basis for large quantities of raw materials or equipment.

CONTINGENT FEES
The Vendor warrants that no person or selling agency has been employed or retained to solicit or secure a contract herewith for a commission, percentage, brokerage or contingent fee, excepting bona fide employees or bona fide established commercial or selling agencies maintained by the Vendor for the purpose of securing business.  For breach of violation of this warrant, the College’s District Board of Trustees shall have the right to annul any resolving contract without liability or, in its decision, to deduct from the contract price without consideration or otherwise recover the full amount of such commissions, percentage, brokerage or contingent fee.

PUBLIC ENTITY CRIME
A person or affiliate who has been placed on the State of Florida convicted vendor list following a conviction for a public entity crime may not submit a bid on a contract to provide any goods or services to a public entity, may not submit a bid on a contract with a public entity for the construction or repair of a public building or public work, may not bid on leases or real property to a public entity, may not be awarded or perform work as a contractor, supplier, subcontractor, or consultant under a contract with any public entity in excess of the threshold amount provided in Section 287.017, for CATEGORY TWO for a period of thirty-six (36) months from the date of being placed on the convicted vendor list.

TERMINATION FOR CONVENIENCE

The College may terminate this contract, in whole or in part, at any time by written notice to the successful Vendor when it is in the College’s best interest.  The successful Vendor shall be paid its costs, including contract close-out costs, and profit on work performed up to the time of termination.  The successful Vendor shall promptly submit its termination claim to the College to be paid to the successful Vendor.  If the successful Vendor has any property in its possession belonging to the College, the successful Vendor will account for the same, and dispose of it in the manner the College directs.
INDEMNIFICATION

To the fullest extent permitted by law, the successful Vendor shall defend, indemnify and hold harmless the College, its District Board of Trustees, its agents, officers, officials and employees and volunteers, from and against all claims, damages, losses and expenses (including court costs and attorney fees) arising from the acts, errors, mistakes, omissions, work or service of successful Vendor, its agents, employees or any of the successful Vendor’s subcontractors in the performance under the award of this contract.
INSURANCE REQUIREMENTS

See “Exhibit A”.  The College shall be included as a named co-insured on this policy.  Successful Vendor(s) shall be required to submit to the College a copy of an endorsement of the Vendor’s insurance policy that will provide the College with thirty (30) days advance written notice if Vendor’s policy ever lapses for any reason or is terminated.

EQUAL OPPORTUNITY
Hillsborough Community College encourages the participation of Women/Minority-Owned Business Enterprises (W/MBE) in all contracts, subcontracts and joint ventures associated with this project.  No person, agency or company shall be excluded from participation in, denied the benefits of, or otherwise discriminated against in connection with the award and performance of any Hillsborough Community College procurement on the basis of race, color, religion, national origin, age, gender, disability or marital status.  The College is committed to actively soliciting bids from businesses owned by females and minorities as well as from businesses that make good faith efforts to provide bid opportunities to women and minority-owned subcontractors.  Additionally, the College encourages all Vendors to make a good faith effort to provide bid opportunities to women- and minority-owned subcontractors and to commit a portion of the contracted amount with capable W/MBE subcontractors.  However, the College does not require a percentage of W/MBE’s participation for this project.

The successful Vendor will be required to meet each of the following requirements with regard to women-owned and minority businesses:
A. Publicly report to the College’s District Board of Trustees the intended percentage of W/MBE participation for this project.
B. Publicly report to the College’s District Board of Trustees the plan for ensuring that W/MBE’s are provided the opportunity to compete for subcontracted work for this project.
C. Report regularly throughout the project to College staff and the College’s District Board of Trustees the efforts being made to provide bid opportunities to W/MBE firms.
D. Report regularly throughout the project to College staff and the College’s District Board of Trustees the company names, dollar amounts, and type of work subcontracted to W/MBE subcontractors.
E. Provide other data as may be needed in order for the College to prepare reports regarding W/MBE activities.
F. Provide other data as may be needed in order for the College to prepare reports regarding W/MBE contract activities as required by the State of Florida.
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SPECIAL TERMS AND CONDITIONS

ANTICIPATED PROJECT TIMELINE

RFP Issued
08.22.2012
Pre-Proposal Conference
09.04.2012
Questions Due
09.10.2012 COB
Proposals Due
09.19.2012 before 10:00 am
Committee Evaluation of Proposals
09.20.2012 
Determination of Contractor to be Recommended
09.20.2012
Recommendation for Award to District Board of Trustees
10.17.2012
Contract Award Date
10.17.2012
DUPLICATE COPIES OF PROPOSAL

It is requested that one (1) UNBOUND Original (marked “ORIGINAL”) and three (3) soft cover copies of the entire Proposal Response Form and required items be submitted according to the “Submittal Instructions” page of this RFP.  It is also requested that an electronic copy of the proposal’s entire contents be submitted on a CD or USB flash drive.

PRE-PROPOSAL CONFERENCE
A pre-proposal conference will be held on 9.04.2012 at 1:30 pm in Room 110, Student Services Building, Dale Mabry Campus, 4001 W. Tampa Bay Blvd., Tampa, FL. 33614
CONFERENCE CALL

All Proposers shall be prepared to be available for a conference call with the evaluation committee for any necessary clarifications of the proposals.  The College reserves the right to conduct interviews with or invite any or all of the Proposers to provide oral presentations to the evaluation committee.
MANDATORY SITE VISIT

All interested Vendors are strongly encouraged to attend the pre-proposal conference so as to not miss the mandatory site visit that will immediately follow the conclusion of the conference.
PRIOR INFORMATION & QUESTIONS
Proposers shall only rely on the information provided in Request for Proposal (RFP) document; not prior information or discussions.  Any and all questions regarding this RFP must be submitted in writing via email to hccpurchasing@hccfl.edu with the subject entitled:  “RFP 2612-13 Wayfinding Signage Dale Mabry Campus,” and must be received by x:xx on 8.27.2012.  Any and all questions received by the College shall be answered via an addendum to the RFP and shall be posted on the College’s Purchasing Department website at www.hccfl.edu/purchasing under Current Solicitations.  Potential offerors are encouraged to monitor the website throughout the solicitation process and prior to submitting questions.  Contact with anyone other than the procurement officer or his/her designee may result in the rejection of your proposal.
BEST AND FINAL OFFERS/NEGOTIATIONS

The College reserves the right to request revised proposals, best and final offers, and/or enter negotiations at any time with any and all Proposers after receipt of proposals.
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OVERVIEW

Hillsborough Community College is seeking proposals from qualified firms to provide fabrication and installation of illuminated panel directory/way finding signage throughout the Dale Mabry Campus per the drawings and specifications dated 07.31.12 prepared by Holmes Hepner & Associates Architects.

Provide pricing as follows:
1. Lump sum for the entire scope of work as per plans and specifications

2. Lump sum for sign panels and electrical conduit conduct only

3. Lump sum for the electrical scope, minus conduit as specified in Sheets E0.1, E1.1 and E1.2

4. Unit pricing including installation of each sign panel including

5. Unit pricing including installation of each sign panel including

The estimated budget for this project is $75,000.

Price shall a line item with a $3,500 allowance for miscellaneous framing and cutting and patching associated with Sign No. 8.
Project specifications and drawings are available at the following link:

http://www.hccfl.edu/gwsc/admin-and-finance/departments/purchasing/competitive-solicitations/current-solicitations.aspx
Hillsborough Community College (HCC), a political subdivision of the State of Florida, is a comprehensive public institution of higher education that has provided a high-quality, contemporary education to a large and diverse community since 1968.  The College is accredited by the Commission on Colleges of the Southern Association of Colleges and Schools to award associate degrees, diplomas, and certificates.  Now embarking on its 43rd year, HCC is serving more than 44,000 students and ranks fifth in size in terms of full-time equivalent enrollment (FTE) among Florida’s twenty-eight (28) State Colleges/community colleges.  The College has five (5) primary campuses located in Tampa, Brandon, Plant City, Ruskin, and Ybor City; one (1) learning center, HCC’s Education Center at MacDill Air Force Base, which serves both military and civilians; a district office building and corporate training center on Davis Island which houses the central administration office and centers for continuing education; and two (2) environmental centers located in English Creek and Cockroach Bay.
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SCOPE OF WORK
Provide fabrication and installation of illuminated panel directory/way finding signage throughout the Dale Mabry Campus located at 4001 Tampa Bay Blvd., Tampa FL 33614 as per the drawings and specifications dated 07.31.12 prepared by Holmes Hepner & Associates Architects.  
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EVALUATION CRITERIA

It is the College’s intent to award a contract(s) to the best overall Proposer(s) as determined solely by the College.  Proposals should specifically address each of the prequalification and evaluation criteria outlined below relative to the desired results described in the Scope of Work of this RFP, and in any addenda issued.  It is appropriate to emphasize that the lowest priced proposal may not be the best overall proposal.

The College reserves the right to eliminate any proposal based on receipt of a less than satisfactory score for any one (1) of the evaluation criteria for this RFP.  For example, if a firm scores below a “satisfactory” on the criterion, “Experience,” the proposal may be eliminated and the remaining categories will not be scored.  Any such eliminated proposals shall be evaluated as “non-responsive” for failure to obtain a satisfactory score for a particular criterion.

The College reserves the right to consider all relevant and reasonable criteria, which may or may not be expressed in this RFP, in selecting the successful Vendor.  The committee reserves the right to evaluate and score the criteria in any order it determines, not necessarily in the order listed below.  In analyzing the proposals, the College will consider (along with all other relevant and reasonable criteria) the following criteria:

A. Price (30%)
1. Lump sum for the entire scope of work 
2. Separate pricing for electrical scope
3. Unit price
B. Plan for accomplishing RFP requirements (30%)
1. Ability to provide adequate size of professional staff, their availability
2. Method of placement, oversight and responsibility for the project
3. Guarantees
C. Experience (15%)
1. History of the firm
2. Experience of all key personnel to include management, staff and any other personnel to be involved
3. Firm’s experience in delivering five projects similar in size and scope
D. Ability to accomplish RFP requirements (15%)
1. Staff credentials and experience in similar 
2. Recordkeeping and Quality Control
3. References (5%)
1. References for the five (5) projects listed under Experience, Item 3 “Firm’s experience in delivering similar services”
2. References from clients for whom similar services are currently being provided
E. Additional Items (5%)
1. MUST have the appropriate level of insurance coverage outlined in Exhibit A.  The College shall be included as a named co-insured on this policy.  (Submit sample ACORD form with your proposal).
2. MUST have neither pending litigation nor judgments which the College finds unacceptable.  Provide a statement or a brief explanation of pending litigation or judgments to this effect.
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SUBMITTAL INSTRUCTIONS
Proposers are to submit the Proposal Response Form and all items outlined on the Proposal Response Form including any requested documentation as applicable, and tabbed accordingly.  
Sealed proposal submissions consisting of one (1) UNBOUND Original (marked “ORIGINAL”) and three (3) soft cover copies of the entire contents, including an electronic copy of the entire contents on a CD or USB flash drive, must be delivered or mailed to:
Hillsborough Community College
OR
Hillsborough Community College
Purchasing Department
Attn:  Rebecca Morrison
Dr. Gwendolyn W. Stephenson
Purchasing Department
District Administration Center
P.O. Box 31127
39 Columbia Drive
Tampa, FL 33631-3127
6th Floor, Room 623
Tampa, FL 33606-3584
To be received before 10:00 am according to the HCC Purchasing Department’s time clock stamp on 9.19.2012 at which time all proposals will be publicly opened and tabulated.  Proposals may not be faxed or emailed.
When hand-delivering proposals, firms will need to allow sufficient time to locate available parking and report to the Hillsborough Community College Dr. Gwendolyn W. Stephenson District Administration Center Security & Reception Desk located on the First Floor.  All external visitors are required to check-in, sign the visitor log, and wear a “VISITOR” badge during their stay in the building.
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PROPOSAL RESPONSE FORM

	This form must be used and returned with your proposal.
	
	Name and Address of Company

	No other form will be accepted.
	
	

	Please use a typewriter

or print legibly.
	
	

	
	
	

	
	
	

	
	By
	

	
	
	(Authorized Signature)

	
	
	

	
	
	(Authorized Signature typed/printed)

	
	
	

	
	
	Telephone Number

	
	
	(          )

	
	
	

	
	
	Fax Number

	
	
	(          )

	
	
	

	
	
	Email Address

	
	
	


Online Vendor Registration and Documentation must be completed
in order to conduct business with the College.
Please visit our website at www.hccfl.edu/purchasing
and click on Vendor Registration for more information.

If any of the evaluation criteria requested are not provided, the proposal may be disqualified and consequently evaluated as “non-responsive.”
This will result in the proposal not being evaluated.
Submit all items outlined in this Proposal Response Form in the following order:

A. Price

1. Pricing Spreadsheet
Provide itemized pricing for fabrication and installation of illuminated panel directory/way finding signage throughout the Dale Mabry Campus per the drawings and specifications dated 07.31.2012 prepared by Holmes Hepner & Associates Architects located at:
http://www.hccfl.edu/gwsc/admin-and-finance/departments/purchasing/competitive-solicitations/current-solicitations.aspx
a.) Complete a Pricing Spreadsheet(s) in Microsoft Excel.  The spreadsheet may be designed according to your firm’s phases and steps for activities involved.
b.) Pricing must be completed in an MS Excel spreadsheet and the electronic file must not be locked or password-protected.
c.) The electronic version of the spreadsheet (MS Excel file) must be submitted along with your proposal submission within a CD or USB flash drive.
B. Plan for accomplishing RFP requirements
1. Ability to provide adequate size of professional staff, their availability
How many related technical employees does your company have access to for accomplishment of the project described in documents provided to accomplish this RFP?  What is their availability to perform the proposed work?  How will you endeavor to ensure that when projects arise your company is able to provide staff at the level of expertise and credentials of individuals consistent to those described under “Experience”?
2. Method of placement, oversight and responsibility for the project
How will you ensure appropriate placement of personnel based on the nature of the projects?  What role will your management play?  Who will oversee the work being performed?  How will you ensure the work is satisfactory?  If work is unsatisfactory, what course of action will your company take?
3. Guarantees
Terms and conditions of warranty on labor and materials including electrical work warranty
C. Experience
1. History of the firm

Provide a brief history of your firm.  Include when your firm was founded and when you began providing services similar to those described in the Overview and Scope of Work of this RFP.
2. Experience of key personnel to include management, staff and any other personnel to be involved
Describe the experience of key personnel to include management, project manager, trainer and any other key personnel to be involved.  Provide a resume or summary of skills and certifications for management, project managers, trainers and any other key personnel to be assigned to this project, within at least three (3) different institutional references of projects completed separately.  Include a description or summarize the scope of work and specify the contracted dollar amount.
3. Firm’s experience in delivering similar services
List five (5) similar projects that describe your experience in successfully delivering services similar to those described in the Overview and Scope of Work of this RFP for the past three (3) years, within at least three (3) different institutional references of projects completed separately.  Include a description or summarize the scope of work and specify the contracted dollar amount.
D. Ability to accomplish RFP requirements
1. Staff Issues
Describe your retention history for employees, full-time vs. part-time staff to be used, staff development programs, pay and benefits.
2. Recordkeeping
Describe your request processing process and recordkeeping process.  Describe your process for tracking and verifying hours worked and/or contract deliverables and provide samples of the documentation that you will provide to HCC with respect to each.
3. Quality Control
Describe your quality control program for ensuring and verifying staff credentials, experience, references, and background checks.  Describe your process for ensuring the quality of their day to day work as well as the quality and functionality of the end product delivered.
E. References
1. References for the five (5) projects you listed under Experience, Item 3 “Firm’s experience in delivering similar services”
Submit references for the five (5) projects you listed under Experience, Item 3 “Firm’s Experience” for at least three (3) different institutional references of projects completed separately.  (Use Attached Reference Check Questionnaire)
2. References from clients for whom similar services are currently being provided.

Submit three (3) references from clients for whom similar services are currently being provided for three (3) different institutional references of projects completed separately.  (Use Attached Reference Check Questionnaire)
F. Additional Items

1. MUST have the appropriate level of insurance coverage outlined in Exhibit A.  The College shall be included as a named co-insured on this policy.  Submit a sample certificate of insurance to this effect.

2. MUST have neither pending litigation nor judgments which the College finds unacceptable.  Provide a statement or a brief explanation of pending litigation or judgments to this effect.  
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REFERENCE CHECK QUESTIONNAIRE FORM

Firm Full Name:



Contact Name & Title:




Point-of-Contact Full Name
Title

Mailing Address:






Street Address or P.O. Box
City
State
Zip Code

Phone:
(
)
-

Fax:
(
)
-

Email:



1. Did the vendor meet your expectations?

2. Was the project completed on time and at the price the vendor proposed?
3. Were any aspects of the project not fulfilled?  If so, what were they?
Hillsborough Community College
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REFERENCE CHECK QUESTIONNAIRE FORM

4. Were conflicts responded to in a timely manner and resolved satisfactorily for both major and minor issues?
5. What were the conflicts and how were they resolved?

6. Would you use this vendor again?
Authorized Signature:


Date:

Printed Name & Title:




Full Name
Title

EXHIBIT A

Hillsborough Community College
Department of Risk Management

Insurance Requirements
Prepared by

Steve E. Shields

Director of Risk Management, Safety, & Auxiliary Services

(813) 253-7016

sshields@hccfl.edu
The Contractor shall purchase and maintain during the life of any project, in a company or companies licensed to do business in the State of Florida and acceptable to the Owner, such insurance as shall fully protect him, the Owner, the Engineer, and any Subcontractor performing work covered by this Contract from any and all claims, including bodily injury, property damage or personal injury which may arise or result from the Contractor’s operations under the Contract.

1. As a minimum, such insurance must include, but not necessarily be limited to:

a. Worker’s Compensation and Employer’s Liability insurance.

b. Motor Vehicle Liability insurance, covering all motor vehicles, whether owned, non-owned, or hired.

c. Comprehensive General Liability insurance with Broad Form Liability endorsement.
d. “District Board of Trustees, Hillsborough Community College” shall be included as a named additional insured.

2. Insurance, required by subparagraphs above, shall be written for not less than any limits of liability required by law or by those shown below, whichever is greater:

a. Worker’s Compensation

Applicable Federal and State
Statutory

Employer Liability
$500,000

b. Comprehensive General Liability

Bodily Injury:

Each occurrence 
$1,000,000

Aggregate
$2,000,000

Personal Injury:

Each person aggregate:
$1,000,000

General aggregate:
$2,000,000

Property Damage including completed Operation Broad Form:

Each Occurrence
$1,000,000

Aggregate
$2,000,000

c. Automobile Liability (owned, non-owned, hired)

Bodily Injury, each person:
$1,000,000

Bodily Injury, each occurrence:
$1,000,000

Property Damage, each occurrence:
$1,000,000

d. Property Insurance – All – risk full insurable value of work

Insurance carrier must be rated an excellent or better A.M. Best Company.
e. “District Board of Trustees, Hillsborough Community College” shall be included as a named additional insured.
3. Prior to commencement of the work, Contractor shall furnish to Owner certified copies of Certificates of Insurance, all policies, including all endorsements thereto.  Thirty (30) days notice of cancellation must be provided.  Such certificates, policies and endorsements shall specifically set forth evidence of all coverage required.  During the term of this Contract, Contractor shall furnish to the Owner copies of any endorsements issued amending any such required insurance.

Contractor shall be responsible for materials not installed as well as tools and equipment and supplies to be used on the job and insurance for such property to be furnished by the Contractor.
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