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	SUBMIT

BID TO:
	INVITATION FOR BID

MARYLAND AVIATION ADMINISTRATION

PRUCHASING AND MATERIALS MANAGEMENT SECTION

	Bid Title:  Moving Services 
BID SUBMITTAL IS DUE:  November 30, 2009 at 11:00 a.m.

	IFB NO: 
IFB R6024906

	SITE VISIT: 901 Elkridge Landing Road, Linthicum, MD 21090 Conference Room C
Date/Time: November 19, 2009 at 10:00 a.m.
DEADLINE FOR WRITTEN QUESTIONS: November 24, 2009 at 10:00 a.m.
CONTACT PERSON:    Robin Koontz                       PHONE:  410-859-7743
FAX:  410-859-7323       E-MAIL ADDRESS:  rkoontz@bwiairport.com
	ISSUE DATE: 
November 2, 2009


GENERAL CONDITIONS OF INVITATION FOR BID

Section A

Bids must be submitted on the forms provided, one (1) original copy to be submitted.  No fax or electronic bids will be accepted.  Late bids will not be accepted.  Use of UPS, U.S. Mail or other delivery services may delay delivery.  The MAA shall not accept submittals that are late caused by delivery services.  All items are to be quoted F.O.B. destination and include all shipping, handling and administrative charges.

This bid is submitted with the understanding that the Bidder shall comply with the attached MAA Terms and Conditions for Purchase Orders over $25,000.00 and all State of Maryland Procurement Regulations in effect at the time of submission and the instructions provided herein.

The Bidder shall acknowledge in writing the receipt of all amendments, addenda and changes issued.

This procurement is being conducted as a competitive sealed bid.  The award will be to the lowest responsive and responsible bidder in whole or in part at the States discretion. 

Each Bidder before submitting a bid shall become fully informed as to the extent and character of the work required.  No consideration shall be granted for any alleged misunderstanding of the material to be furnished or work to be done, it being understood that the submission of a bid is an agreement with all of the items and conditions referred to herein.

The goal of the State of Maryland's Minority Business Enterprise (MBE) Program is to attempt to provide a fair share of procurement contracts to Certified Minority Business Enterprises.  Although there is no specific percentage requirement for MBE participation in this bid, the Procurement and Materials Management Section would like to know if you will have MBE participation in the bid.  

YES_______  NO_____

MBE firms are encouraged to respond to this solicitation notice.

By submitting a response to this bid, a Bidder shall be deemed to represent that it is not in arrears in the payment of any obligation due and owing the State of Maryland, including the payment of taxes and employee benefits, and that it shall not become so in arrears during the term of the contract, if selected for contract award. 

The MAA reserves the right to reject any and all bids and/or waiver technical defects if in its judgment, the interest of the MAA may so require.

The State of Maryland requires all contractors to be registered to receive State payments by electronic funds transfer (EFT) before any contract exceeding $200,000 is approved by the Maryland Board of Public Works.  If you want to receive all payments from the State using the EFT Program, request more information, or request Form X-10, please call 1-888-784-0144 or by email at gad@comp.state.md.us.

If there should be any questions regarding this contract, please contact Robin Koontz, Purchasing and Materials Management Section at 410-859-7743.

In accordance with Code of Maryland Regulations (COMAR) 21.05.02.16, to receive a contract award, a vendor must be registered on eMaryland Marketplace (eMM) as a vendor.  To register on eMM, go to the Department of General Services website at www.emarylandmarketplace.com. 
A. Purpose:

The Maryland Aviation Administration (MAA) is requesting bids for Moving Services based on the scope of work described below.  All potential Offerors are to read, understand and accept the requirements of this Invitation to Bid (ITB).

B. Background:

The Maryland Aviation Administration (MAA) is responsible for relocating office furniture and equipment belonging to approximately 50 employees from 901 Elkridge Landing Road, Linthicum, Maryland 21090 (approximately 19,661 net useable square feet) to 4 office locations on the Upper Level and third floor in the Baltimore/Washington International Thurgood Marshall Terminal building and to 1500 Amtrak Way, Linthicum, Maryland 21090.  The newly renovated space will be substantially completed on or about December 5, 2009.  Move is to take place approximately the 2nd week of January 2010.  MAA is committed to ensuring a smooth move process for these departments from their former location to the new location.

MAA has a need for a comprehensive moving service provider that is capable of successfully accomplishing pre-planning for the move, and executing a well coordinated, efficient, and cost effective move on schedule.  The move in should be accomplished with minimum of lost productive time.

C. Scope of Services:

An Equipment List is provided as Appendix A to this ITB.  It is for information only and may help respondents understand the approximate quantities and types of equipment that the MAA intends to have relocated and managed by the Moving Service Provider (MSP).

1. General responsibilities for the MSP include, but are not limited to:

a) Planning the Move

b) Executing the Move

c) Solving the Move problems

2. The MSP shall be responsible for the following specific tasks, executed in five (5) phases.

Phase 1: Project Coordination: Initial Project Mobilization and Data Acquisition, which include the following:

a) Kickoff Meeting

b) Outline the goals and objectives

c) Review the Project Schedule and coordinate key milestone dates, lead times and sequencing requirements to complete the move.

d) Establish communication channels.

e) Identify the project roles for MAA and MSP team members and decision makers.

f) Meeting Minutes

g) Review invoicing requirements

Phase 2: Relocation Planning: Development of the Master Relocation Plan which shall include planning, organizing, scheduling of services associated with personnel and equipment moves.  The MSP shall develop a Relocation Schedule based on the following:

a) Interviews with Departments and IT Representative.

b) Interview with Building Manager, Engineers, and Security Personnel to identify:

i. Requirements for protecting the facility during moves

ii. Requirement for use of public streets/parking space around facility during business hours, after hours and on weekends.

iii. Requirement for scheduling and use of elevators (freight and passenger)

iv. Scheduling of access to facility after hours and on weekends.

c) Review existing furniture inventories to determine the need for specialized moving equipment such as trucks, personnel, signage as well as Identification and resolution of logistical obstacles.

d) Relocation Master Plan shall become the primary relocation tool for all personnel and equipment and shall contain the following sections:

i. Executive Summary: The Executive Summary shall include the bar chart Project Schedule and a summary of the critical path of the project.  It should also include an Overview of the Project, the Methodology and Approach that shall be followed during the Project, and the Project Objectives, which shall determine the Projects goals, priorities and procedures.

ii. Migration Schedule: A migration spreadsheet shall be developed that shows the movement of staff from existing locations to final locations.  The spreadsheet will identify floors and dates of moves. 

iii. Existing Furniture and Equipment Inventory (F&E):  Based on the Inventory provided by MAA which identifies all F&E and its disposition, the MSP shall create a spreadsheet that documents existing, interim and new locations of all F&E to be reused.  

iv. Relocation Schedule

v. Appendix shall include any project acronyms and a glossary of terms, attachments and other pertinent explanatory materials to clarify the tasks being outlined in this Plan.

Phase 3: Final Move Preparation Services: Final Preparation which the MSP shall coordinate the final move preparation of F&E and personnel to the location and include the following:

a) Relocation Handbook:  The Relocation Handbook shall detail how communications shall occur between the Project Team, Move Coordinators and the personnel to be relocated. It shall consist of a detail set of instructions on how to pack, how to tag, and to prepare furniture, furnishing and equipment for a move. It will include a list of points of contact for all aspects of the move and a schedule for move activities.

b) Identify Functional Move Coordinators/Move Committee.

c) Employee Meeting

d) Coordination of Pre-Move Activities shall be coordination of task assignments, follow ups, and instruction to all parties involved in the move.  The MSP service shall include, but not be limited to the following:

· Move Sequencing, final plan development

· Management of master “to/from” list

· Develop tagging system

· Schedule coordination implementation and tagging procedures

· Identify special moving requirements

· Transportation coordination

· Elevator Scheduling

· Coordination of protection for building surfaces

· Placement of Signage

· Damage recording procedures

e) Pre-Move Walk Through and Briefing

f) On-Site Move Management:  The MSP shall provide overall management and coordination of the spaces to be occupied in the move and the origin sites being vacated to ensure there are no obstacles that could affect the relocation.

g) Must provide adequate number of boxes and instructions for color scheme at least one (1) month prior to the anticipated moved date.

Phase 4: Actual Move of each office: Move Day:  The MSP and team shall provide all equipment, materials and personnel to accomplish the move, to include but not limited to:

1. The following will be packed, tagged and locked/taped, as necessary to include but not limited to:

· Furniture

· File Cabinet, vertical and lateral

· Bookcases

· Credenzas

· Desk

· Refrigerators & microwaves

· Computers, printers, fax machines

2. Vendor must protect furniture with padding for transport.

Phase 5: Post Move Management: Completion of service on move problems punch list.

a) The MSP shall assist MAA with the identification and resolution of problems associated with the move.  The MSP shall assist MAA with the resolution of post move issues and coordinate the repair of any damage resulting from the work of the movers.

b) The MSP, following the completion of all F&E move and development of punch list, deal with any administrative close of contracts.

D.
Insurance:  The MSP is required to provide assurance of a future Certificate of Insurance showing current coverage equal to or greater than what is required in the ITB.  General Liability Insurance and Motor Cargo insurance is required in the amount to provide replacement based on full market replacement value.  

The Offeror understands that the contract will be awarded basis on the lowest bid cost in accordance with COMAR Title 21.

The Offeror agrees that this price will be good for a period of ninety (90) calendar days after the receipt of the bid.

MAA is seeking pricing for weekday move as well as evening and weekend move as Alternate Pricing #1.  The contract will only be award within one or the other timeframes.
LINE #
U/M

QTY


UNIT COST

TOTAL
001

LOT

1


$


$


Monday – Friday
8 a.m. to 5 p.m.

Alternate Pricing #1 -- The vendor is to enter the cost if these services are necessary to be performed on such days and time that are considered overtime rates, such as Weekday evenings, Saturday and Sunday.

002

LOT

1


$


$



Saturday – Sunday & Weekday Evenings

	Authorized Signature:
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	Company Name:
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	Telephone Number:
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	Date of Bid:
	

	eMaryland Marketplace Vendor ID#
	


BID/PROPOSAL AFFIDAVIT 

A.  AUTHORIZED REPRESENTATIVE
I HEREBY AFFIRM THAT:

I am the (Title) 



   and the duly authorized representative of (Business) 














and that I possess the legal authority to make the Affidavit on behalf of myself and the business for which I am acting.

B. CERTIFICATION REGARDING COMMERCIAL NONDISCRIMINATION
The undersigned bidder hereby certifies and agrees that the following information is correct:

In preparing its bid on this project, the bidder has considered all proposals submitted from qualified, potential subcontractors and suppliers, and has not engaged in “discrimination” as defined in § 19-103 of the State Finance and Procurement Article of the Annotated Code of Maryland.  “Discrimination” means any disadvantage, difference, distinction, or preference in the solicitation, selection, hiring, or commercial treatment of a vendor, subcontractor, or commercial customer on the basis of race, color, religion, ancestry, or national origin, sex, age, marital status, sexual orientation, or on the basis of disability or any otherwise unlawful use of characteristics regarding the vendors, supplier’s or commercial customer’s employees or owners. “Discrimination” also includes retaliating against any person or other entity for reporting any incident of  “discrimination”.  Without limiting any other provision of the solicitation on this project, it is understood that, if the certification is false, such false certification constitutes grounds for the State to reject the bid submitted by the bidder on this project, and terminate any contract awarded based on the bid.  As part of its bid or proposal, the bidder herewith submits a list of all instances within the past 4 years where there has been a final adjudicated determination in a legal or administrative proceeding in the state of Maryland that the bidder discriminated against subcontractors, vendors, suppliers, or commercial customers, and a description of the status or resolution of that determination, including any remedial action taken.  Bidder agrees to comply in all respects with the State’s Commercial Nondiscrimination Policy as described under Title 19 of the State Finance and Procurement Article of the Annotated Code of Maryland.
C.  AFFIRMATION REGARDING BRIBERY CONVICTIONS
I FURTHER AFFIRM THAT:
Neither I, nor to the best of my knowledge, information, and belief, the above business (as is defined in Section 16-101(b) of the State Finance and Procurement Article of the Annotated Code of Maryland), or any of its officers, directors, partners, controlling stockholders, or any of its employees directly involved in the business’s contracting activities including obtaining or performing contracts with public bodies has been convicted of, or has had probation before judgment imposed pursuant to Criminal Procedure Article §6-220, Annotated Code of Maryland, or has pleaded nolo contendere to a charge of, bribery, attempted bribery, or conspiracy to bribe in violation of Maryland Law, or of the law of any other state or federal law, except as follows (indicate the reasons why the affirmation cannot be given and list any conviction, plea, or imposition of probation before judgment with the date, court, official or administrative body, the sentence or disposition, the name(s) of person(s) involved, and their current positions and responsibilities with the business):

D.  AFFIRMATION REGARDING OTHER CONVICTIONS
I FURTHER AFFIRM THAT:
Neither I, nor to the best of my knowledge, information, and belief, the above business, or any of its officers, directors, partners, controlling stockholders, or any of its employees directly involved in the business’s contracting activities including obtaining or performing contracts with public bodies, has:

1. Been convicted under state or federal statute of:

(a)
a criminal offense incident to obtaining, attempting to obtain, or performing a public or private contract; or

(b)
fraud, embezzlement, theft, forgery, falsification or destruction of records, or receiving stolen property;

2.
Been convicted of any criminal violation of a state or federal antitrust statute;

3.
Been convicted under the provisions of Title 18 of the United States Code for violation of the Racketeer Influenced and Corrupt Organization Act, 18 U.S.C. § 1961, et seq., or the Mail Fraud Act, 18 U.S.C. § 1341, et seq., for acts in connection with the submission of bids or proposals for a public or private contract;

4.
Been convicted of a violation of the State Minority Business Enterprise Law, Section 14-308 of the State Finance and Procurement Article of the Annotated Code of Maryland;

5.
Been convicted of a violation of the Section 11-205.1 of the State Finance and Procurement Article of the Annotated Code of Maryland;

6.
Been convicted of conspiracy to commit any act or omission that would constitute grounds for conviction or liability under any law or statute described in subsection 1 through 5 above;

7.
Been found civilly liable under a state or federal antitrust statute for acts or omissions in connection with the submission of bids or proposals for a public or private contract; or

8.
Been found in a final adjudicated decision to have violated the Commercial Nondiscrimination Policy under Title 19 of the State Finance and Procurement Article of the Annotated Code of Maryland with regard to a public or private contract, or

9.
Admitted in writing or under oath, during the course of an official investigation or other proceedings, acts or omissions that would constitute grounds for conviction or liability under any law or statute described Section B and subsection 1 through 7 above, except as follows (indicate reasons why the affirmation cannot be given, and list any conviction, plea, or imposition of probation before judgment with the date, court, official or administrative body, the sentence or disposition, the name(s) of the person(s) involved and their current positions and responsibilities with the business, and the status of any debarment):

____________________________________________________________________

__________________________________________________________________

E.  AFFIRMATION REGARDING DEBARMENT
I FURTHER AFFIRM THAT:
Neither I, nor to the best of my knowledge, information, and belief, the above business, or any of its officers, directors, partners, controlling stockholders, or any of its employees directly involved in the business’s contracting activities including obtaining or performing contracts with public bodies, has ever been suspended or debarred (including being issued a limited denial of participation) by any public entity, except as follows (list each debarment or suspension providing the dates of the suspension or debarment, the name of the public entity and the status of the proceedings, the name(s) of the person(s) involved and their current positions and responsibilities with the business, the grounds for the debarment or suspension, and the details of each person's involvement in any activity that formed the grounds for the debarment or suspension):

F.  AFFIRMATION REGARDING DEBARMENT OF RELATED ENTITIES
I FURTHER AFFIRM THAT:
1.
The business was not established and it does not operate in a manner designed to evade the application of or defeat the purpose of debarment pursuant to Section 16-101, et seq., of the State Finance and Procurement Article of the Annotated Code of Maryland; and

2.
The business is not a successor, assignee, subsidiary, or affiliate of, a suspended or debarred business, except as follows (you must indicate the reason(s) why the affirmations cannot be given without qualification):

G.  SUBCONTRACT AFFIRMATION
I FURTHER AFFIRM THAT:
Neither I, nor to the best of my knowledge, information, and belief, the above business, has knowingly entered into a contract with a public body under which a person debarred or suspended under Title 16 of the State Finance and Procurement Article of the Annotated Code of Maryland will provide, directly or in-directly, supplies, services, architectural services, construction related services, leases of real property, or construction.

H.  AFFIRMATION REGARDING COLLUSION
I FURTHER AFFIRM THAT:
Neither I, nor to the best of my knowledge, information, and belief, the above business has:

1. Agreed, conspired, connived, or colluded to produce a deceptive show of competition in the compilation of the accompanying bid or offer that is being submitted;

2. In any manner, directly or indirectly, entered into any agreement of any kind to fix the bid price or price proposal of the bidder or offeror or of any competitor, or otherwise taken any action in restraint of free competitive bidding in connection with the contract for which the accompanying bid or offer is submitted.

I.  FINANCIAL DISCLOSURE AFFIRMATION
I FURTHER AFFIRM THAT:
I am aware of, and the above business shall comply with, the provisions of Section 13-221 of the State Finance and Procurement Article of the Annotated Code of Maryland, which require that every business that enters into contracts, leases, or other agreements with the State of Maryland or its agencies during a calendar year under which the business is to receive in the aggregate $100,000 or more shall, within 30 days of the time when the aggregate value of the contracts, leases, or other agreements reaches $100,000, file with the Secretary of the State of Maryland certain specified information to include disclosure of beneficial ownership of the business.

J.  POLITICAL CONTRIBUTION DISCLOSURE AFFIRMATION
I FURTHER AFFIRM THAT:
I am aware of, and the above business shall comply with, Election Law §§4-101 through 14-108, Annotated Code of Maryland, which requires that every person that enters into contracts, leases, or other agreements with the State of Maryland, including its agencies or a political sub-division of the State, during a calendar year in which the person receives in the aggregate $100,000 or more, shall file with the State Board of Elections a statement disclosing contributions in excess of $500 made during the reporting period to a candidate for elective office in any primary or general election. 

K.  DRUG AND ALCOHOL FREE WORKPLACE
(Applicable to all contracts unless the contract is for a law enforcement agency and the agency head or the agency head's designee has determined that application of COMAR 21.11.08 and this certification would be inappropriate in connection with the law enforcement agency's undercover operations.)

I CERTIFY THAT:
1.
Terms defined in COMAR 21.11.08 shall have the same meaning when used in this certification.

2.
By submission of its bid or offer, the business, if other than an individual, certifies and agrees that, with respect to its employees to be employed under a contract resulting from this solicitation, the business shall:


a.
Maintain a workplace free of drug and alcohol abuse during the term of the contract;

b. Publish a statement notifying its employees that the unlawful manufacture, distribution, dispensing, possession, or use of drugs, and the abuse of drugs or alcohol is prohibited in the business' workplace and specifying the actions that will be taken against employees for violation of these prohibitions;


c.
Prohibit its employees from working under the influence of drugs or alcohol;


d.
Not hire or assign to work on the contract anyone whom the business knows, or in the exercise of due diligence should know, currently abuses drugs or alcohol and is not actively engaged in a bona fide drug or alcohol abuse assistance or rehabilitation program;


e.
Promptly inform the appropriate law enforcement agency of every drug-related crime that occurs in its workplace if the business has observed the violation or otherwise has reliable information that a violation has occurred;


f.
Establish drug and alcohol abuse awareness programs to inform its employees about:



(i)
The dangers of drug and alcohol abuse in the workplace;



(ii)
The business' policy of maintaining a drug and alcohol free workplace;



(iii)
Any available drug and alcohol counseling, rehabilitation, and employee assistance programs; and



(iv)
The penalties that may be imposed upon employees who abuse drugs and alcohol in the workplace;


g.
Provide all employees engaged in the performance of the contract with a copy of the statement required by §J(2)(b), above;


h.
Notify its employees in the statement required by §J(2)(b), above, that as a condition of continued employment on the contract, the employee shall:



(i)
Abide by the terms of the statement; and



(ii)
Notify the employer of any criminal drug or alcohol abuse conviction for an offense occurring in the workplace not later than five (5) days after a conviction;


i.
Notify the Procurement Officer within ten (10) days after receiving notice under §J(2)(h)(ii), above, or otherwise receiving actual notice of a conviction;


j.
Within 30 days after receiving notice under §J(2)(h)(ii), above, or otherwise receiving actual notice of a conviction, impose either of the following sanctions or remedial measures on any employee who is convicted of a drug or alcohol abuse offense occurring in the workplace:



(i)
Take appropriate personnel action against an employee, up to and including termination; or



(ii)
Require an employee to satisfactorily participate in a bona fide drug or alcohol abuse assistance or rehabilitation program; and


k.
Make a good faith effort to maintain a drug and alcohol free workplace through implementation of §J(2)(a)-(j), above.

3.
If the business is an individual, the individual shall certify and agree as set forth in §J(4) below, that the individual shall not engage in the unlawful manufacture, distribution, dispensing, possession, or use of drugs or the abuse of drugs or alcohol in the performance of the contract.

4.
I acknowledge and agree that:


a.
The award of the contract is conditional upon compliance with COMAR 21.11.08 and this certification;


b.
The violation of the provisions of, COMAR 21.11.08 or this certification shall be cause to suspend payments under, or terminate the contract for default under, COMAR 21.07.01.11 or 21.07.03.15, as applicable; and


c.
The violation of the provisions of COMAR 21.11.08 or this certification in connection with the contract may, in the exercise of the discretion of the Board of Public Works, result in suspension and debarment of the business under COMAR 21.08.03.

L.  CERTIFICATION OF CORPORATION REGISTRATION AND TAX PAYMENT
I FURTHER AFFIRM THAT:
1. The business named above is a (domestic __________) (foreign __________) corporation registered in accordance with the Corporations and Associations Article, Annotated Code of Maryland, and that it is in good standing and has filed all of its annual reports, together with filing fees, with the Maryland State Department of Assessments and Taxation, and that the name and address of its resident agent filed with the State Department of Assessments and Taxation is: 


Name:











 

Address: 














   (If not applicable, so state).

2.
Except as validly contested, the business has paid, or has arranged for payment of, all taxes due the State of Maryland and has filed all required returns and reports with the Comptroller of the Treasury, the State Department of Assessments and Taxation, and the Department of Labor, Licensing and Regulation, as applicable, and will have paid all withholding taxes due the State of Maryland prior to final settlement.

M.  CONTINGENT FEES
I FURTHER AFFIRM THAT:
The business has not employed or retained any person, partnership, corporation, or other entity, other than a bona fide employee, bona fide agent, bona fide salesperson, or commercial selling agency working for the business to solicit or secure the contract, and that the business has not paid or agreed to pay any person, partnership, corporation, or other entity other than a bona fide employee bona fide agent, bona fide salesperson, or commercial selling agency, any fee or other consideration contingent on the making of the contract.

N. Repealed
O.  ACKNOWLEDGMENT
I ACKNOWLEDGE THAT:
This Affidavit is to be furnished to the Procurement Officer and may be distributed to units of (1) the State of Maryland; (2) counties or other subdivisions of the State of Maryland; (3) other states; and (4) the federal government.  I further acknowledge that this Affidavit is subject to applicable laws of the United States and the State of Maryland, both criminal and civil, and that nothing in this Affidavit or any contract resulting from the submission of this bid or proposal shall be construed to supersede, amend, modify, or waive, on behalf of the State of Maryland or any unit of the State of Maryland having jurisdiction, the exercise of any statutory right or remedy conferred by the Constitution and the laws of Maryland with respect to any misrepresentation made or any violation of the obligations, terms, and covenants undertaken by the above business with respect to (1) this Affidavit, (2) the contract, and (3) other Affidavits comprising part of the contract.

I DO SOLEMNLY DECLARE AND AFFIRM UNDER THE PENALTIES OF PERJURY THAT THE CONTENTS OF THIS AFFIDAVIT ARE TRUE AND CORRECT TO THE BEST OF MY KNOWLEDGE, INFORMATION, AND BELIEF.
____________________________________

____________________________________

Date






Authorized Representative and Affiant

Maryland Aviation Administration (MAA)


Purchasing and Materials


Management Section


7005 Aviation Boulevard


Glen Burnie MD 21061








IFB

11/2/2009
IFB









11/2/2009
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