
INVITATION FOR BIDS


IFB

Issue Date:  April 18, 2008

IFB#411-8AJ-DF

Title:  Janitorial Maintenance

Commodity Code: 903-35  

Issuing Agency:
Commonwealth of Virginia

Virginia Employment Commission

Attn: Contracting Officer

703 East Main Street Room 4

Richmond, Virginia  23219

Location Where Work will be Performed:
Virginia Employment Commission

5235 John Tyler Highway

Williamsburg, Virginia 23185-2253

(7,268 sq. ft.)

Period Of Contract: July 1, 2008 through June 30, 2009 (Renewable)

Bids Will Be Received Until 2:00 P.M., May  27, 2008 For Furnishing The Services Described Herein.
All Inquiries For Bid Information Should Be Directed To: Ms. Doris Faulkner, Contracting Officer, Telephone Number: (804) 786-6030. 

*****************************************************************************************************
IF BIDS ARE MAILED, SEND DIRECTLY TO ISSUING AGENCY SHOWN ABOVE.  IF BIDS ARE HAND DELIVERED, DELIVER TO: 703 EAST MAIN STREET, GENERAL SERVICES, GROUND FLOOR, ROOM 4, RICHMOND, VA.  A COMPLETE BID REQUIRES THE RETURN OF THE FOLLOWING COMPLETED FORMS: THIS COVERPAGE; SECTION VII, PRICING SCHEDULE; AND ATTACHMENT C, BIDDERS QUALIFICATION SUMMARY SHEET.

*****************************************************************************************************

NOTE:  The Virginia Employment Commission does not discriminate against faith-based organizations in accordance with the Code of Virginia, Section 11-35.1 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.

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

Name And Address Of Firm:

                                                                            
Date:   ____________________________________                                            
                                                                            
By: _____________                                                           
              Signature In Ink

                                            Zip Code:                 
Title: __________________________________

          __________________________________

__________________________________
          Print Name

FEDERAL IDENTIFICATION NUMBER
Telephone Number (    )______________________

e-mail address: ______________________
FAX Number: ______________________________


The Virginia Employment Commission is an equal opportunity employer/program.


Auxiliary aids and services are available upon request to individuals with disabilities.

I.
PURPOSE:  The intent and purpose of this IFB is to establish a term contract with one qualified firm to provide Janitorial Services to the Virginia Employment Commission, an Agency of the Commonwealth of Virginia. 

II.
SCOPE OF WORK:
A.
The Contractor shall furnish all labor, supervision, equipment, cleaning supplies and material to clean the specified Virginia Employment Commission Local Office (during the hours of 5:00 P.M. to 10:00 P.M., Monday through Friday, (work may be performed on weekends and holidays with the prior approval of the Contract Administrator) except for the following observed holidays: 

New Year's Day


Columbus Day

Lee, Jackson, King Day

Veteran's Day

George Washington's Day

Thanksgiving Day

Memorial Day



Day After Thanksgiving

Independence Day


Christmas Day

Labor Day

B.
LEVEL OF SERVICE:  The Contractor shall provide a level of cleaning that is at least equal to standards defined by the Building Service Contractors Association (BSCA) for "adequate" cleaning.  "Adequate" shall be defined as a cleaning standard that will provide neither serious nor repeated criticism.

C.
TASKS AND FREQUENCIES:  The Contractor shall perform the tasks for each area or item in the frequencies specified in Attachment A 1, and A 2 for the Virginia Employment Commission.

D.
PERFORMANCE STANDARDS:  The following performance standards will be utilized by the Facility Manager to determine if the Adequate service standard has been achieved.  These standards shall apply to ALL services performed under this contract.

1.
Horizontal Surfaces:  Dust shall be removed and not scattered around the room.  No feather dusters will be used.  Horizontal surfaces shall be free from dust after dusting.  Surfaces

shall be free of removable marks, spills and grime after surface cleaning. Surfaces shall be free of spots, streaks and residues after polishing. Computer Terminals, Microfiche Viewers, or other similar electronic equipment shall not be dusted or cleaned by the Contractor's Personnel.

2.
Floors:  Vinyl, Ceramic, and Quarry tile floors shall show no dust, spill spots or dirt streaks after mopping.  Floors shall be free of dirt and other litter after sweeping.  No floor, either carpeted or non-carpeted, shall show dirt or dust behind or under furniture, pipes, benches, work tables, doors, corners or any other object which is not installed or securely fastened in place after either mopping or vacuuming.  Carpeting shall be free of noticeable spots after spot cleaning. Tile floors shall be free of streaks and marks after buffing and shall be free of marks, dirt and wax build-up after stripping. Tile floors shall be covered with non-buffing sealer after sealing.  After stripping, four thin coats of floor finish shall be applied when refinishing. A high-speed buffer is to be used on the floors after all layers of floor finish are thoroughly dry, or as per floor finish manufacturer's recommendation. Floors shall be covered with slip resistant floor finish after either spray buffing or refinishing.  Tile floors including grout, shall be free of dirt and grime, after machine scrubbing.

3.
Vertical Surfaces:  Vertical surfaces shall be free of readily apparent marks and smudges after spot cleaning with an appropriate cleaning solution.  Surfaces shall be free of spider webs and clinging dust after either wiping or vacuuming.  Surfaces shall be free of marks, dirt, grime and dust after cleaning.  Glass vertical surfaces shall be free of spots, fingerprints and dirt after cleaning.  Ceramic tiled surfaces shall be free of spills, marks, wax, and dirt build-up and water spots after cleaning.  Surfaces shall be free of spots, streaks and residues after polishing.

4.
Ceilings:  Heating/cooling returns shall be free of clinging dust after vacuuming.  Lens covers shall be free of dust, dirt, grime and streaks after cleaning.

5.
Restroom Facilities:  Sinks, toilets and urinals shall be free of stains, deposits and residues after cleaning.  Metal fixtures/dispensers shall be free of water spots and residues after cleaning.

6.
Supplies:  Paper Towels, Toilet Tissue, Toilet Seat Covers, Soap, for restrooms, Napkins, for lounge, shall be maintained on Facility premises in sufficient quantities to ensure an out-of-stock situation does not occur.  All Dispensers shall be completely filled at night.

7.
Chairs:  The metal and/or wooded portion of chairs shall be free of dust, grime and other residues after cleaning.  The fabric portion shall be free of dust, particles or other foreign substances after vacuuming.  The fabric portion shall be free of noticeable spots after spot cleaning with appropriate upholstery cleaner.

8.
Trash:  Trash shall be removed from waste baskets/trash receptacles and other items specifically marked "trash" shall be removed from the building and placed in the designated containers outside of the building.  Trash receptacle liners shall be replaced daily.

9.
Products and Equipment:  The Contractor shall not use any product, supplies or equipment that are injurious or damaging to the surface to which they are applied or exposed.  The Contractor shall be responsible for restoring/replacing any equipment/facilities, furniture, floor covering, etc. so damaged.


E.
CONTRACT ADMINISTRATOR MANAGER RESPONSIBILITIES:

1.
The Contract Administrator will meet periodically with the Contractor or the Contractor's designated representative to discuss quality of performance and the Contractor's attainment of the Adequate standard of service. The frequency of these scheduled meetings shall be mutually agreed upon, but in no case less than once per month. The schedule will be established within seven (7) days of award of contract. This schedule may be modified as deemed necessary by the Contract Administrator based on performance of the Contractor.

2.
The Contract Administrator will make periodic inspections, not less than once a week, of the Facility after the scheduled service has been performed and prior to the building being open to the public. Any discrepancies noted will be recorded in writing along with the time and date of the inspection.  If there were any deficiencies noted, the Contract Administrator will provide a copy of the report to the contractor. Minor deficiencies shall be corrected during the next normal cleaning period.  The Contract Administrator shall contact the Contractor  within two hours of discovery of any major deficiencies, which shall be corrected within two hours of notification.

3.
The Contract Administrator will use reasonable and prudent judgment in determining what is a minor or major discrepancy.  Oversights in cleaning which do not significantly affect the sanitation, safety or security of the Facility should be considered minor. Re-occurring minor discrepancies, and a discrepancy, which significantly affect the appearance of the Facility, will be considered major.

4.
The Contract Administrator will keep the inspection reports on file for a period of six months.

F.
CONTRACTOR'S EMPLOYEES:
1.
The Contractor shall be responsible for the conduct and performance of the Contractor's employees, including but not limited to compliance with the following rules:

a.
Contractor's employees appearing to be under the influence of alcohol or drugs shall not be permitted in the building.

b.
No loud or boisterous conduct will be permitted.

c.
Contractor's employees will not open desk drawers or cabinets at any time.

d.
Contractor's employees are not to use or tamper with office machines, equipment and agency employees' personal property at any time.

e.
Contractor's employees are not to use agency telephones at any time.

2.
The Virginia Employment Commission reserves the right to request the removal of any of the Contractor's employees from the building at any time for reasonable cause.  The Contractor or the Designated representative shall have such employee leave the premises upon receipt of such request.

3.
The Contractor shall employ a sufficient number of experienced janitors to adequately perform all the specified services in the frequency and at the standard specified herein.

G.
JOINT CONTRACTOR AND CONTRACT ADMINISTRATOR RESPONSIBILITIES:  During the scheduled meeting, the Contractor and the Contract Administrator shall jointly complete the Contract Compliance Certification Form, contained in Attachment B, by certifying the completion of the services performed during the specified month for each service provided (i.e. daily, weekly, monthly, quarterly, or as needed) and the acceptability of such service. Certification forms and Periodic Comment Sheets will be maintained by the Contract Administrator for six months.

H.
CONTRACTOR FURNISHED EQUIPMENT AND SUPPLIES:

1.
Equipment:  The contractor shall furnish all janitorial equipment required to perform under this contract.  Limited space will be provided for all equipment supplied by the Contractor, which remains on the job site during the life of the contract.  The equipment must be maintained in good operating condition and in sufficient quantities to adequately perform all services, and be available to the Contractor's employees at all times.  All equipment must be OSHA certified and/or meet all OSHA requirements.

2.
Supplies:  The Contractor shall provide ALL janitorial supplies, including paper products.  The VEC will furnish light bulbs, fluorescent tubes and sanitary napkins ONLY.  All supplies furnished by the Contractor shall be made available for inspection and approval for use by the Contract Administrator.  Sufficient supplies to prevent out-of-stock situations shall be maintained on the job site at all times and made available to the Contractor's employees for use in performance of required services.

I.
SPECIAL OR EMERGENCY CLEANING:  When directed by the Contract Administrator, by written or verbal order, to clean any area required for a special occasion, or made necessary by an emergency or mishap, the Contractor shall furnish all labor and supervision, as required, to fulfill the order.  The Contractor will be paid for these special or emergency-cleaning situations based on the hourly rate submitted under the Pricing Schedule contained herein.

J.
INCLEMENT WEATHER:  The Contractor shall make every reasonable effort to provide janitorial services when agency employees are excused early because of snow or other hazardous driving conditions.  However, in the event janitorial services cannot be provided, the Contractor shall deduct a pro-rated amount from the monthly invoice for each day the service is not provided.  The following method shall be used:  if the Contractor does not perform daily services for one day during the month, then the pro-rated cost would be the monthly cost divided by the number of working days during the month.  If the situation occurs on a Friday or a day preceding a holiday, the Contractor shall make every effort to provide janitorial services over the weekend or holiday at no additional cost to the agency.

K.
FAILURE TO PERFORM:  If the Contractor fails to provide the daily services required under this contract for one of more days, the Contractor's monthly invoice will be reduced by an amount equal to the value of the days not worked.  The value of the day's service shall be determined using the method described in Section II.J.

L.
PLAN OF OPERATIONS:  Within seven (7) days after the award of the contract, the Contractor shall submit to both the Local Office Contract Administrator and the Contracting Officer a complete plan of his/her operations to include the following:

a.
Number of employees assigned to the Facility.

b.
Name, address, and telephone number of the individual responsible for supervision of the assigned employees and attainment of the performance standards.

c.
Name, address, and telephone number of the Contractor's representative who will receive notice from the Contract Administrator on major discrepancies and is responsible for taking immediate corrective action(s).  Telephone number must be one that is answered from 8:00 a.m. to 5:00 p.m. Monday through Friday.

d.
Detailed schedule of cleaning functions, including dates, for other than daily functions, which will be performed during the period of the contract.

M.
CONTRACT ADMINISTRATION  Upon award, the VEC will designate a Contract Administrator authorized to administer all work performed in conjunction with this contract.  The Contract Administrator shall advise the Contacting Officer of the quality, acceptability, and fitness of all aspects of the services performed under the Section II. Scope of Work and the Contracting Officer will decide all other questions in connection with services.  The Contract Administrator shall have no authority to approve changes in the Scope of Work, or changes, which call for an extension of time, or a change in the contract terms or prices.  Any contract modification must be authorized by the Contracting Officer and issued as a written amendment to the contract.

III.
SITE VISIT:  An appointment for the purpose of inspecting the premises may be made by contacting Art Batten, Facility Manager, at (757) 253-4793.

IV.
GENERAL TERMS AND CONDITIONS:

A.
VENDORS MANUAL:  This solicitation is subject to the provision of the Commonwealth of Virginia Vendor's Manual and any 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.dgs.state.va.us/dps under “Manuals”. 

B.
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 contractor shall comply with all applicable federal, state and local laws, and regulations.

C.
ANTI-DISCRIMINATION:  By submitting their bids, Bidders 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 Act of 1975, as amended, where applicable, the Virginians with Disabilities Act, the Americans with Disabilities Act and Section 11-51 of the Virginia Public Procurement Act which provides:

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:

The Contractor will not discriminate against any employee or applicant for employment because of race, religion, color, sex or national origin, or disabilities, except where religion, sex or national origin 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.

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.

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

   

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. 

D.
ETHICS IN PUBLIC CONTRACTING:  By submitting their bids, Bidders certify that their bids are made without collusion or fraud and that they have not offered or received any kickbacks or inducements from any other Bidder, supplier, manufacturer or subcontractor in connection with their bid, 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. 

E.
IMMIGRATION REFORM AND CONTROL ACT OF 1986:  By submitting their bids, the Bidders certify that they do not and will not during the performance of this contract employ illegal alien workers or otherwise violate the provisions of the federal Immigration Reform and Control Act of 1986.

F.
DEBARMENT STATUS:  By submitting their bids, Bidders certify that they are not currently debarred by the Commonwealth of Virginia, or the United States Government, from submitting bids 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.

G.
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 the 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 services purchased or acquired by the Commonwealth of Virginia under said contract.

H.
MANDATORY USE OF STATE FORM AND TERMS AND CONDITIONS:  Failure to submit a bid on the official state form provided for that purpose shall be cause for rejection of the bid.  Modification of or additions to any portion of the invitation for bid may be cause for rejection of the bid; however, the Commonwealth reserves the right to decide, on a case-by-case basis, in its sole discretion, whether to reject such a bid a non-responsive.  As a precondition to its acceptance, the Commonwealth may, in its sole discretion, request that the Bidder withdraw or modify non-responsive portions of a bid which do not affect quality, price, or delivery.  No modification of or addition to the provisions of the contract shall be effective unless reduced to writing and signed by the parties.

I.
CLARIFICATION OF TERMS:  If any prospective Bidder has questions about the specifications or other solicitation documents, the prospective Bidder should contact the Contracting Officer 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 Contracting Officer.    

J.
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 contract.  All invoices shall show the contract number assigned to the contract, federal identification of the contractor.

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, 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 Debit 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 payments 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                                                         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 the respect to                                            those charges which are not in dispute(Code of Virginia, section 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.

K.
PRECEDENCE OF TERMS:  Paragraphs A-J of these General Terms and Conditions shall apply in all instances.  In the event there is a conflict between any of the other General Terms and Conditions, and the Special Terms and Conditions in this Solicitation, the Special Terms and Conditions shall apply.

L.
INVOICES:  Invoices for items ordered, delivered, and accepted shall be submitted by the Contractor directly to the payment address shown on the contract.  All invoices shall show the state contract number, Social Security Number (for individual contractors) or the Federal Employer Identification Number (for proprietorships, partnerships, and corporations).

M.
PAYMENT TERMS: 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.

N.
QUALIFICATIONS OF BIDDERS:  The Commonwealth may make such reasonable investigations as deemed proper and necessary to determine the ability of the Bidder to perform the work and the Bidder shall furnish to the Commonwealth all such information and data for this purpose as may be requested.  The Commonwealth reserves the right to inspect Bidder's physical facilities prior to award to satisfy questions regarding the Bidder's capabilities.  The Commonwealth further reserves the right to reject any bid if the evidence submitted by, or investigations of, such Bidder fails to satisfy the Commonwealth that such Bidder is properly qualified to carry out the obligations of the contract and to complete the work contemplated therein.  

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

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

Q.
CHANGES TO THE CONTRACT:  Changes can be made to the Contract in any one of the following ways:

1.
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 the method of packaging or shipment and the place or delivery or installation.  The and the place of delivery or installation.  The Contractor shall comply with the notice upon receipt.  The Contractor shall be compensated for any additional cost 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 accounting for the number of units of work performed, subject to the Purchasing Agency's right to audit the Contractors records and/or to determine the correct number of units independently; or

c.
By ordering the Contractor to proceed with the work and to 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 is 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.  It 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, it there is none, in accordance with the disputes provisions of the Commonwealth of Virginia's Vendor's Manual.  Neither the existence of a claim or 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.

2.
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 modification shall be agreed to by the parties as a part of their written agreement to modify the scope of the contract.

R.
DEFAULT:  In case of failure to deliver services in accordance with 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.
S.
INSURANCE:  By signing and submitting a bid under this solicitation the Bidder certifies that, if it is awarded the contract, it will have, as a minimum, the following insurance coverage at the time the work commences.  Additionally, it will maintain these 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.

During the period of the contract the Commonwealth reserves the right to require the Contractor to furnish certificates of insurance for the coverage required.

INSURANCE COVERAGE REQUIRED:

1.
Workers' Compensation - Statutory Requirements and Benefits.

2.
Employer's Liability - $100,000.

3.
Commercial General Liability - $1,000,000 Combined Single Limit. The Commonwealth of Virginia is to be named as an additional insured with respect to the services being procured.  The coverage is to include Premises/Operations Liability, Products and Completed Operations Coverage, Independent Contractor's Liability, Owner's and Contractor's Protective Liability, Personal Injury Liability.

3. Automobile Liability –1,000,000.

PLEASE SUBMIT WITH YOUR BID PROOF OF INSUREANCE

R.       eVa BUSINESS-TO-GOVERNMENT VENDORS REGISTRATION:  The eVa Internet                    electronic procurement solution, web site 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.



All vendors desiring to provide goods/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, and complete the Ariba Commerce Services Network                                      registration.



Vendors are strongly encouraged to register prior to submitting a bid or offer.  Failure to                                   register will result in the bid being found non-responsive and rejected.  All vendors must                                    register in both the eVa and the Ariba Commerce Services Network Vendor Registration                                   Systems.
a. eVa Basic Vendor Registration Service:  $25 Annual Fee plus a Transaction Fee of 1% per    order received.  The maximum transaction fee is $500 per order.  eVa Basic Vendor               Registration Service includes a electronic order receipt, vendor catalog posting, on-line          registration, and electronic bidding, as they become available.

b. eVa Premium Vendor Registration Service: $200 Annual Fee plus a Transaction Fee of 1%  per order received.  The maximum transaction fee is $500 per order.  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, and ability to research    historical procurement data, as they become available.

c. Ariba Commerce Services Network Registration.  The Ariba Commerce Services Network    (ACSN) registration is required and provides the tool used to transmit electronically between state agencies and vendors.  There is no additional fee for this service.

S.
DELIVERY ORDER:  As a part of the award process, the issuing Agency will issue a Delivery Order through the eVA procurement system for the initial contract period. (1st Year).  Every year at the renewal date a new Delivery order shall be issued.

S. STANDARD eVA TERM AND CONDITION:  By accepting and performing this Commonwealth of Virginia order, the vendor agrees that the order is subject to the General Terms and Conditions of the ordering public body and any revisions thereto, any applicable Terms and Conditions set forth in the solicitation and/or contract, any Terms and Conditions added or otherwise incorporated by reference.  In addition, the vendor agrees, by accepting and performing this order, that it is subject to an eVA transactions fee of 1% capped at $500, which will be invoiced to your company by American Management Systems, Inc.  By accepting and performing this order, the vendor further agrees that the price(s) include FOB Destination unless otherwise stated herein.  General Term and Conditions may be accessed by contacting the ordering public body.  Additional information is available at www.eva.virginia.gov NOTE: This public body does not discriminate against faith based organizations

V.
SPECIAL TERMS AND CONDITIONS:
A.
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.

B.
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.

C.
AWARD:  The Commonwealth will make the award on a total annual cost basis to the lowest responsive and responsible Bidder as determined by the procedure explained in Section V. Paragraph D, Bid Evaluation Procedures.  Due consideration will be given to price, quality as judged by tests and previous experience, and the ability of the Bidder to render required services.  The purchasing office reserves the right to conduct any test it may deem advisable and to make all evaluations.  The Commonwealth also reserves the right to reject any or all bids, in whole or in part, to waive informalities and to delete items prior to making the award, whenever it is deemed in the sole opinion of the procuring public body to be in its best interest.

D.
BID EVALUATION PROCEDURES:  Bids shall be evaluated on the basis of the prices bid in Section VII Pricing Schedule and the low bidder shall be determined using the following described scenario:

The Bidder is not to fill in these blanks.  This example is only intended to show the procedure that will be utilized.

BASIC JANITORIAL SERVICE
1.
Total monthly cost to provide all services identified as Daily; Weekly; and Monthly in Attachment A is $             per month x 12 = $               .

2.
Total Bi-Monthly cost to provide all services identified as Bi-Monthly in Attachment A is    $                      Per cleaning x 6 = $                                .

3.
Total Semi-Annual cost to provide all services identified as Semi-Annual in Attachment A is $                           semi-annually x 2 = $                                 .

4.
Total Annual Cost of basic services (1 + 2 + 3) =   $                                       
AS NEEDED SERVICES


5.
Special or Emergency cleaning 10 hours at a rate of $             per hour x 10 hours = 


$                        .

6.
Cleaning of Venetian blinds, includes removal and replacement, at a rate of $           per cleaning x 1 = $ ______________                              
7.
Total cost of as need services (5 + 6) = $                                     .

GRAND TOTAL ANNUAL JANITORIAL COST (Total Annual Cost of Basic Services + Total cost of As Needed Services) = $                                    .

E.
BID ACCEPTANCE PERIOD:  Any bid in response to this solicitation shall be valid for 45 days.  At the end of the 45 days the bid may be withdrawn at the written request of the Bidder.  If the bid is not withdrawn at that time it remains in effect until an award is made or the solicitation is cancelled.

F.
BID PRICES:  Bids shall be in the form of a firm fixed price.

G.
BID RESULTS:  Bid results will be posted on the First Floor bulletin board at 703 East Main Street, Richmond, Virginia 23219.  Bidders wanting bid results shall include with there bid, a self addressed, stamped envelope.  No results will be given by telephone.

H.
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 all outstanding orders issued prior to the effective date of cancellation.

I.
CLAIMS:  Any contractual claim, whether for money or other relief arising under this contract, shall be submitted in writing, in accordance with Section 11-69 of the Code of Virginia, no later than sixty (60) days after final payment; however, written notice of the Contractor's intention to file such claim shall have been given at the time of the occurrence or beginning of the work upon which the claim has been based.  The claim shall be submitted to the Chief of General Services, Virginia Employment Commission, 703 East Main Street, P. O. Box 1358, Richmond, Virginia 23219.

1.
The decision of the Chief of General Services shall be reduced to writing and forwarded to Contractor within forty-five (45) days of receipt of the claim.  That decision shall be final and binding unless within ten (10) days from the date of its receipt of said decision, the said Contractor mails, or otherwise furnishes to the said Chief of General Services, a written notice of the appeal to the Director, Finance and General Services.  The appeal shall be considered by the Director, Finance and General Services, shall be reduced to writing and shall be forwarded to the Contractor within sixty (60) days of the receipt by the Director, Finance and General Services of the Notice of Appeal.  The Director, Finance and General Services decision shall be final and conclusive.

2.
Pending final decision of a dispute hereunder, the Contractor shall proceed diligently with its performance of this contract, and its failure to do so shall be deemed a default.  All time periods specified above (except the initial sixty (60) day filing period) may be extended by mutual agreement.

J.
DAMAGE TO CONTRACTOR'S PROPERTY :  The Contractor shall be entirely responsible for any loss or damage to its own materials, supplies and equipment, and to the personal property of its employees while they are maintained on the work site.

K.
DRUG FREE WORKPLACE:  The Contractor acknowledges and certifies that it understands that the following acts by the Contractor, its employees, and/or agents performing services on state property are prohibited:

1.
The unlawful manufacture, distribution, dispensing, possession or use of alcohol or other drugs; and

2.
Any impairment or incapacitation from the use of alcohol or other drugs (except the use of drugs for legitimate medical purposes).

The Contract further acknowledges and certifies that it understands that a violation of these prohibitions constitutes a breach of contract and may result in default action being taken by the Commonwealth in addition to any criminal penalties that may result from such conduct.

L.
SMOKE FREE WORKPLACE: The site covered by this contract is a smoke free facility.  The Contractor's staff are allowed to smoke in designated areas only.

M.
RENEWAL OF CONTRACT:  Upon written agreement of both parties, this contract may be renewed by the purchasing agency for four (4) successive one-year periods under the terms of the current contract at a reasonable time (approximately 90 days) prior to the expiration date.

N.
IDENTIFICATION OF BID ENVELOPE:  If a special envelope is not furnished, or if return in the special envelope is not possible, the signed bid should be returned in a separate envelope or package, sealed and identified as follows:

From:                                                            05/27/08                        2:00 p.m.
       Name of Bidder                  

Due Date         
     Time

                                                    
         411-8AJ-DF  
 Street or Box Number                                    IFB No.

                                                                        Janitorial Services 
       City, State, Zip Code          

 IFB Title

ATTN: Doris Faulkner, Contracting Officer

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

If a bid not contained in the special envelope is mailed, the Bidder 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 to be disqualified.  Bids may be hand delivered to the designated location in the office issuing the solicitation.  No other correspondence or other bids should be placed in the envelope.

O.
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.

P.
QUALIFICATIONS OF BIDDERS:  BIDDERS ARE REQUIRED TO COMPLETE AND RETURN ATTACHMENT C WITH THEIR BIDS.
Q.
WORK SITE DAMAGES:  Any damage, including damage to finished surfaces, resulting from the performance of this contract shall be repaired to Owner's satisfaction at the Contractor's expense.

R.      eVA BUSINESS-TO-GOVERNMENT CONTRACT AND ORDERS:  The contract will result in      5 eVA purchase orders with 1% eVA transaction fees capped at $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.


VI.
METHOD OF PAYMENT:  The Contractor shall be paid on the basis of monthly invoices submitted.  Invoices shall be submitted not later than the tenth (10th) of the month following the month services were rendered and cite the contract number assigned to this contract, and the Delivery Order number assigned by the eVA Procurement System. Invoices shall be submitted directly to the following address:

Virginia Employment Commission

ATTN: Contract Administrator

5235 John Tyler Highway

Williamsburg, Virginia 23185-2553

VII.
PRICING SCHEDULE:  

A.
The bidder agrees to provide the basic Janitorial Services herein in accordance with the Scope of Work, General and Special Terms and Conditions of this Invitation For Bids at the following firm fixed Prices.  (REVIEW SECTION V PARAGRAPH D, BID EVALUATION PROCEDURES ON PAGE 11 PRIOR TO COMPLETING THE PRICING SCHEDULE. BIDS NOT CONFORMING TO THE BID REQUIREMENTS WILL BE DECLARED NONRESPONSIVE):
1.
Total Monthly cost to provide all services identified as either daily, weekly, and monthly in Attachment A is $                                            per month.

2.
Total Bi-Monthly cost to provide all services identified as Bi-Monthly in Attachment A is 

$                                         per Bi-Monthly cleaning.

3.
Total Semi-Annual cost to provide all services identified as Semi-Annual is 


$                       per semi-annual cleaning.

4.
Special or Emergency cleaning at the rate of $                                       per hour.

5.
Cleaning ALL Venetian Blinds located within the facility, including removal and replacement, at a rate of $                                              per cleaning. 

VIII.
ATTACHMENTS:
A.
Tasks and Frequencies

B.
Compliance Certification Form

C.
Bidders Qualification Summary Sheet

D. Invoicing Requirements


ATTACHMENT A 


TASK AND FREQUENCIES


VIRGINIA EMPLOYMENT COMMISSION

The task and frequencies listed below are deemed necessary to provide an Adequate level of cleaning.  Unless otherwise specifically indicated, the following items apply to all offices, hallways, stair cases, elevators, entrances, meeting rooms, storage closets, mechanical rooms, and other working areas within the building.  Areas with either additional specific requirements or increase/decreased frequency requirements such as restrooms are identified separately.  The Contractor shall clean all areas which are either unlocked or the Contractor's Supervisor is provided a key for access into the area. 
ITEM/AREA                
TASK

                   
FREQUENCY
FLOORS
Carpeted


1. Vacuum.........................


Mon., Wed., Fri.

2. Spot Clean.....................


Daily

Vinyl Tile 


1. Sweep and Damp Mop.............

Daily

2. Wet Mop, Rinse, Spray Buff.....

Weekly 

3. Wet Mop, Rinse, Refinish.......

Bi-Monthly

4. Strip, rinse, seal, and........


Semi-Annually

   refinish ALL Vinyl tile areas     

 


   within the facility               

                       

               (Contractor must notify the Contract Administrator

                        

    of stripping schedule two weeks in advance).

Ceramic & Quarry

1. Sweep and Damp Mop............. 

Daily

Tile                


2. Wet Mop and Rinse.............. 

Weekly

VERTICAL SURFACES
Fabric Partitions

1. Spot Clean.....................


Daily 

2. Vacuum.........................


Bi-Monthly

Walls-         


1. Spot Clean.....................


Daily 

Vinyl and Painted

Glass - Interior 

1. Clean..........................


Daily

Door Windows

Hard Partitions  

1. Spot Clean..................... 


Daily               

Glass Entrance &

1. Clean both sides...............

Daily

Vestibule Doors

and Windows 
 


Doors-Interior


1. Spot Clean.....................

Daily  

2. Clean............................. 

Monthly

HORIZONTAL SURFACES
Work Surfaces  

1. Dust...........................

Daily

Includes, but not

2. Clean.......................... 

Weekly

limited to, Desk,

Tables, Cabinets, 

Counters or Other

Similar Surfaces

All Other Horizontal

1. Dust...........................

Weekly

Surfaces Includes,  

2. Clean.......................... 

Monthly

but not limited to,

Picture Frames, 

Ledges, Window Sills,

Open Shelves, Partition

Tops or Other Similar

Surfaces

TRASH
Trash- Inside


1. Empty................................

Daily

Receptacle


2. Wash and Disinfect.............
Monthly

Receptacle Liners

1. Replace........................

Daily

Trash-Outside       

1. Empty.......................... 

Daily

Receptacles and   

2. Clean.......................... 

Monthly  

Ash Receptacles                                       




OTHER ITEMS
Telephones


1. Clean and Disinfect............

Weekly

Metal Fixtures,

1. Polish.........................

Monthly

Door Plates Etc.

Water Fountains

1. Clean and Disinfect............

Daily

                    


2. Polish......................... 

Monthly

Chairs Wood &       

1. Clean......................... 

Weekly

Metal                       

Chairs-Fabric


1. Vacuum.........................

Monthly

Heating and 


1. Vacuum.........................

Monthly

Cooling Vents

Lens Covers


1. Clean..........................

Monthly

                      


    (As directed by Contract Administrator)                          

Light Bulbs/Tubes

1. Replace Burned Out.............
Daily

                       


    (VEC will supply bulbs & tubes)

Venetian Blinds

1. Clean.......................... 

Upon Request of Contract Administrator
RESTROOMS
Toilets, Sinks,


1. Clean with Germicidal..........
Daily

and Urinals           
   
    Disinfectant

Plumbing Fixtures, 

1. Clean..........................

Daily

Dispensers, Panels, 

2. Clean with Germicidal.......... 
Weekly

Pipes and Connections  
    Disinfectant

Mirrors


1. Clean..........................

Daily

Soap, Paper Towel,

1. Refill.........................

Daily

Toilet Tissue,

               (Completely fill all dispensers)

Toilet Seat Covers

and Sanitary Napkins 
              (VEC to supply sanitary napkins).
Daily

Dispensers              

Ceramic Tile


1. Spot Clean.....................

Daily 

2. Clean.......................... 

Weekly

3. Clean with Germicidal..........
Monthly

                       

    
    Disinfectant

Tile
Floors


1. Sweep and Damp Mop With.......
Daily

  


    Germicidal Disinfectant

2. Machine Scrub, Rinse with......
Weekly

   Germicidal Disinfectant

EMPLOYEES LOUNGE
Vinyl Floors


1. Sweep and Damp Mop............. 
Daily 


                       

   (See Floors-Vinyl Tile)

Ceramic & Quarry    

1. Sweep and Damp Mop............. 
Daily 

2. Wet Mop and Rinse.............. 
Weekly

Carpet Floors


1. Vacuum......................... 

Daily

                    


2. Spot Clean.....................

Daily

Horizontal and      

1. Clean.......................... 

Daily

Vertical Surfaces

Chair Wood & Metal

1. Clean..........................

Daily

Chair-Fabric


1. Vacuum......................... 

Weekly

Trash Receptacles

1. Empty..........................

Daily

2. Clean with Germicidal........
Weekly

            
           

   Disinfectant (inside and outside)

Trash Liners


1. Replace........................ 

Daily

Micro Waves


1. Clean inside and outside.......
Daily

Napkin Dispensers

1. Refill.........................

Daily

ATTACHMENT B


Contract Compliance Certification Report
Facility:     
             


         



Manager:    

Contractor:








Contractor's Rep:

I hereby certify all tasks set forth in VEC Contract                                                       were completed in accordance with the frequency and to the level of service specified except as noted on the attach sheet.  All discrepancies noted by the Contract Administrator have been discussed and corrective action to prevent reoccurrence shall be implemented.

Inclusive Dates
          


Contractor's Signature
From                  to             


                                                
From                  to



                                                

From                  to             


                                                  

From                  to             


                                                 

From                  to             


                                                
I hereby certify the services provided by the Contractor were in accordance with contract requirements except as noted on the attached sheet.

Inclusive Dates



Manager's Signature
From                  to



                                                 

From                  to



                                                
From                  to 



                                                
From                  to



                                                
From                  to



                                                
It is agreed, by the undersigned, that the cost of services for the month of                       shall be reduced by the amount of $                              for either failure to correct a major discrepancy or for services not performed.

________________________________       
         ________________________________________

Facility Manager                                                         Contractor


WEEKLY COMMENT SHEET

Weekly inclusive dates              From                                  to

Contractor's Comments:
 Manager's Comments: 

ATTACHMENT C


BIDDERS QUALIFICATION SUMMARY SHEET


TO BE COMPLETED BY BIDDER
1.
QUALIFICATION OF BIDDER:  The Bidder must have the capability and capacity in all respects to fully satisfy all of the contractual requirements.

2.
YEARS IN BUSINESS:  Indicate the length of time you have been in business providing this type of service:       years        months.

3.
REFERENCES:  Indicate below a listing of at least four (4) recent references for whom you have provided this type of service, Include the date of service was furnished and the name and address of the person the Virginia Employment Commission has your permission to contact.

                                                                           
PERSON TO CONTACT
CLIENT                             ADDRESS              
AND PHONE NUMBER 
4.
STATE AGENCIES:  Indicate below ALL State Agencies for whom you have provided this type of service in the past.

                                                                     


      PERSON TO CONTACT

AGENCY                                 PERIOD OF SERVICES            AND PHONE NUMBER                                      

5.
PERSONNEL:  Indicate the size of your present staff and your plans to increase your firms resources, if necessary, to perform the contract.

QUESTIONS 6. AND 7.  ARE REQUIRED INFORMATION, AND SHALL BE ANSWERED BY BIDDER SUBMITTING A BID.

6.
The following REQUIRED information is for the purpose of statistical reporting required of the Agency.

Is your firm a minority owned Company? yes       no ___    
Is your firm a female owned Company?   yes       no___
If either question above was answered yes, then, is your firm registered with the Virginia Department of Minority Business Enterprise?  yes       no____     

Proof of certification with the Department of Minority Enterprises with submission of Bid is REQUIRED
7.
Is your Company registered in both the eVa and the Ariba Commerce Services Network

            EVA

Yes ________     No ________


Ariba Commerce Services Network

Yes ________     No ________



Eva registration number ________________________


Failure to register will result in your bid being found non-responsive and rejected

DO NOT FILE IN THIS PAGE, THIS IS ONLY ENTENDED TO SHOW WHAT IS REQUIRED TO BE SHOWN ON ANY INVOICE SUBMITTED


ATTACHMENT D


INVOICING REQUIREMENTS
Monthly invoices submitted by the Contractor shall contain the following information:
Contract Number assigned to the Contract                                 
Local Office where the service has been rendered                                      
Vendor's Name and Mailing Address

Vendor's Federal Identification Number                                                
JANITORIAL SERVICES
Monthly rate which includes all services identified as Daily or 

"As Required", Weekly and Monthly in Attachment A (Invoiced Monthly)

$    _______________

Bi-Monthly rate for all services identified as Bi-Monthly in Attachment A (Invoiced six (6) times)

$ _________________                   
Semi-Annual Rate which includes all services identified as Semi-Annual in Attachment A (Invoiced two (2) times)

$ _________________

Special or Emergency Cleaning when directed by the Contract Administrator (Invoiced when performed)

$ _________________

Venetian Blind or Mini-Blind cleaning when directed by the Facility Manager (Invoiced when performed one (1)

time per year) $ _________________

