
REQUEST FOR PROPOSALS

GREAT LAKES BAY

MICHIGAN WORKS!

JANITORIAL SERVICES
January 29, 2017
BACKGROUND INFORMATION:

Great Lakes Bay Michigan Works! (GLBMW) is one of about 16 Michigan Works! Agencies in the State of Michigan, and one of about 550 similar agencies nationwide.  Its annual operating budget of approximately $10,000,000.00 varies somewhat from year-to-year, and is made up of 20 to 30 separate federal and state grants.  With a program staff of approximately 90 employed by two major contracted service providers, it operates three Michigan Works! Service Centers in Saginaw, Midland and Bay Counties.  
Objective: To provide janitorial services for GLBMW’s three service centers located in Saginaw, Midland and Bay counties.  Janitorial service bids will be for all three locations and bids for individual service centers or just two of the three service centers will not be accepted. 
It is expected that the successful bidder will provide janitorial services to GLBMW in one year, renewable contracts for a total of up to three years.
SCOPE OF WORK
MATERIALS AND EQUIPMENT
All toilet tissue, paper towels, hand soap, trash bags, wastebasket liners, feminine products for any installed dispensers and sanitary receptacle liners, toilet sear protectors and similar supplies required for the facilities will be purchased by the successful bidder and stored and available at each respective facility.  It is the responsibility of the successful bidder to replenish these supplies each time the facilities are serviced.  GLBMW will reimburse the successful bidder for the actual cost of the aforementioned supplies (upon proof of paid receipt).  No markup on supplies will be paid to the successful bidder.  Any administrative costs for acquiring said supplies must be included in your bid.

All necessary cleaning equipment and cleaning supplies for the performance of the janitorial services required under the provisions of these specifications shall be furnished and maintained by the successful bidder, including any costs to repair to such equipment.

All cleaning materials shall be of first quality and shall be approved by GLBMW prior to use in the facilities.  Material Safety Data Sheets for all cleaning products must be submitted to GLBMW prior to the commencement of any work.

The successful bidder shall collect all trash from containers provided by GLBMW in the interior areas and by the front and rear exterior doors if trash containers exist there, of each respective facility, and deposit same in containers provider by GLBMW at locations designated by GLBMW.  GLBMW will contract for the removal of the accumulated trash from each facility site.

The successful bidder shall report promptly to GLBMW any irregularities in the areas being serviced regarding heating or ventilating equipment, lighting, furniture, broken doors or windows, dispensing equipment in restrooms, or any other conditions that may require repair, adjustment or replacement.

PERSONNEL

The successful bidder shall provide all personnel to accomplish the requested services as specified in this request for proposal.  All personnel shall be trained in the various tasks assigned to them.  The successful bidder shall be responsible for proper conduct of all of its personnel while on GLBMW premises.

The successful bidder shall furnish a list of all employees who will be working in GLBMW facilities.  The list shall contain the following information:  Name, Address, Telephone # and Length of Employment with the Contractor.  The list must be updated on a quarterly basis and presented to GLBMW.  All personnel employed by the successful bidder in the performance of work required under this request for proposal shall be in the successful bidders regular employment.  The successful bidders shall not subcontract to perform the work required under this request for proposal.

The successful bidder will provide background checks on any personnel assigned to GLBMW facility.  GLBMW reserves the right to perform additional screening of the successful bidders’ personnel and maintain control over the decision regarding personnel who will be working in GLBMW facilities.
BIDDER’S RESPONSIBILITY

Each bidder shall examine, prior to submitting their bid, each facility.  Each bidder is to certify, by submitting their bid that they have personally inspected the premises, and that they understand the work required under these specifications of this request for proposal.  Bidders must tour each facility during the date and time provided in this RFP document.  Tours are not permitted during any other date or time and the only tour that will satisfy the requirement of this RFP will be the ones listed at the dates/times below:

Facility


GLBMW Tour Staff


Date/Time of Tour
North Pointe Plaza

Wonzella Doyal


February 7, 2017 @ 2:00-3:00 p.m.

4061 N. Euclid, Bay City

Saginaw Service Center

Wonzella Doyal


February 8, 2017 @ 2:00-3:00 p.m.

312 E. Genesee, Saginaw
Midland Service Center

Wonzella Doyal


February 9, 2017 @ 2:00-3:00 p.m.

1409 Washington, Midland
Each bidder must satisfy GLBMW as to its ability to perform the required services, and must show satisfactory evidence of its actual experience in the performance of services of the size and type covered by these specifications.
Each bidder must submit with its response to this request for proposal a list of a minimum of three (3) references of businesses where the bidder is currently performance janitorial work and shall include the name of the business, contact person, address and telephone number.  Reference of a similar sized facilities as the GLBMW sites located in Saginaw, Midland and Bay counties are preferred.

INSURANCE

The successful bidder shall provide and maintain during the term of their contract for janitorial services the following insurance requirements:

Workers’ Compensation Insurance including Employer’s Liability Coverage, in accordance with all applicable statutes of the State of Michigan.

Commercial General Liability Insurance to cover claims for property damage and/or bodily injury arising out or premises, operations, products and completed operations, and advertising and personal injury liability with limits of liability not less than $1,000,000 per occurrence and/or aggregate combine single limit.  The policy must be on an “occurrence basis” and the County of Saginaw must be named as an additional insured on the policy.

Automobile Liability Insurance covering all owned, hired and non-owned vehicles with Personal Protection Insurance and Property Protection Insurance to comply with the provisions of the State of Michigan No Fault Insurance Law, with limits of liability of not less than $500,000 per occurrence combine single limit bodily injury and property damage.

Employee Dishonesty Bond- the successful bidder must maintain during the duration of its contract an employee dishonesty bond in an amount, which meets the approval of GLBMW.

Indemnification and Hold Harmless-the successful bidder, at its own expense, shall protect, defend, indemnify, and hold harmless the County of Saginaw, its elected and appointed officers, employees, or agents from and against any and all claims, causes of action, demands, liabilities, losses, damages, costs and expenses, which any of them may sustain or incur by reason of any acts, omissions, or negligence by the successful bidder that may arise out of this Agreement.

All certificates of insurance issued by the successful bidder must meet the following requirements:

· Include the name and entity with whom GLBMW contracts unless detailed otherwise in the Description of Operations section explaining the relationship (i.e. ownership) between the insured and the contractor.  

· Be issued within ten (10) days of the execution of contract.

· Include a policy number or binder number.

· Have an effective date that must be no later than the contract date of the first date the successful bidder begins work.

· Have limits of liability for each occurrence equal to or greater than the limits required by this RFP and must indicate all of the required coverage’s.

· State the “County of Saginaw, it’s board of commissioners and all their agents are additional insured on these policies” in the Description of Operations Section.

· Name Kelly M. Suppes, Purchasing/Risk Manager, County of Saginaw, as “Certificate Holder”.

· State that insurer will notify the GLBMW at least 30 days before cancellation of policies.

· “Excess Liability” or “umbrella Liability” may supplement coverage only if the County is listed as “Additional Insured” on both in the Description of Operations section.  All “Excess Liability” or “Umbrella Liability” must follow form.

CONTRACT ADMINISTRATION

The following list is representative of what GLBMW expects from the successful bidder selected to provide janitorial services:
Daily Tasks

· Empty all wastebaskets

· Sweep and/or dust mop, and buff, when necessary, all smooth surface floors

· Vacuum all carpeted areas

· Clean and disinfect all drinking fountains

· Mop and disinfect all restroom floors

· Remove fingerprints and smudges and wash framework of glass doors, inside and out

· Scour and disinfect all toilet bowls, urinals, sinks and fixtures

· Replenish all restroom supplies; i.e., paper towels, toilet paper, hand soap

· Wash handprints from handrails and doors

· Move all trash collected during cleaning to the designated area
Bi-Monthly Tasks (every other month)

· Wash both sides of all doors

· Clean and disinfect all telephones

· Vacuum all upholstered chairs and couches

· Wash all vinyl-covered chairs

· Wash all surfaces

· Wash all desk tops, aides and fronts

· Wash and disinfect all wastebaskets

· Water down and disinfect all floor drains

As Needed Tasks (The following items are to be completed as needed at the direction of GLBMW when requested).

· Clean and polish all wall cabinets and mirrors
· Dust all furniture, window sills, lamps, moldings, pictures, wall plaques and coat racks

· Wet mop traffic areas and stairs during wet or snowy weather

· Wash all baseboards and remove any wax buildup

· Clean fingerprints and smudges from around light switches, doorjambs, etc.

· Wash and disinfect all lavatory walls and partitions

· Wash and clean interior glass surfaces such as partitions, mirrors, showcases, etc.

· Wash all interior windows to remove smudges etc. on an as needed basis.

· Spot clean dirty spots from carpeting when necessary

Quarterly tasks (Four times a year)

· Wash exterior windows 

Semi-Annual Tasks (twice a year)

· All hard surface floor shall be stripped, waxed and machine buffed
· Steam-wash carpeted areas
Note: The list contains tasks that are typically associated with this project.  It is not all-inclusive.
Working Hours

Regular hours will be established by GLBMW and the successful bidder for each facility to allow adequate time to accomplish the tasks outlined in these specifications.  Provisions for additional time needed for floor stripping, etc. must be arranged with GLBMW.  Failure to complete any tasks as scheduled may result in the successful bidder paying for the extra expenses involved; i.e., alarm turn-off, heating/air-conditioning, lighting, etc.

Scheduling of Tasks

Within ten (10) working days of notification of GLBMW’s intent to enter into a contract with the successful bidder, the successful bidder must furnish a schedule chart outlining all work to be accomplished on a daily, bi-monthly, semi-annual basis.  The successful bidder shall furnish to GLBMW, on a monthly basis, a schedule outlining all of the work accomplished together with a check sheet initialed by the individual performing the work and signed by the successful bidder indicting the work has been completed.

Invoices

Invoices must be submitted on a monthly basis to GLBMW for approval.  GLBMW retains the right to withhold processing for payment any invoice for which janitorial service work is deemed unsatisfactory by GLBMW or for any questions GLBMW may have regarding the accuracy of an invoice or its compliance with the janitorial service contract. 
GENERAL INSTRUCTIONS TO BIDDERS:
The budget requested by this RFP covers only the time period specified in this document.   

Do not submit proposals in notebooks or binders.  Faxed proposals are not acceptable and shall not be considered.  Proposal narratives are limited to the number of pages called for by the specific narrative and budget items (below).  Proposals must be typed using Microsoft Word with 12 point font or larger.  Pages in excess of the applicable limit may not be considered.  

Bidders are required to follow the format specified in the General Instructions section of this RFP.  Failure to complete any requested information may result in disqualification of the bid.

PROPOSAL PREPARATION AND SUBMISSION:
Send or deliver your proposal to:
Ray Ogden





Great Lakes Bay Michigan Works






1409 Washington 





Midland MI  48640
In order to be considered, your proposal must be received by 5:00 p.m. on February 27, 2017, and must be signed by a person with authority to bind your organization in contract.   Faxed or emailed proposals will not be eligible for funding.  .  Your proposal must be no more than 10 single-sided pages in total. 
It is important that your proposal be mailed or hand delivered in an envelope clearly marked in the lower left hand corner “Janitorial Services Proposal”.  Failure to do so may result in premature disclosure of your proposal

Bidders must submit an original and three (3) copies of their proposals (i.e. a total of four).    In addition, bidders must submit a flash drive containing a Microsoft Word version of the proposal.  GLBMW will retain ownership of all documents, flash drives, and information submitted in the course of bidding.

A proposal consists of the Required Proposal Documents set forth below.  Failure to fully complete and submit all required information may be cause for disqualification of the proposal.

PROPOSAL INSTRUCTIONS:

A proposal in response to this RFP must include the following items.  The proposal should repeat the point below, and then follow it with the requested information in response to that point.  Failure to use that format may cause the proposal to loose points in the scoring process.

1. Describe the proposing bidder’s general experience and history as an organization (Up to two pages maximum).

2. Describe the proposing bidder’s specific experience in providing janitorial services for commercial/office-type buildings (Up to five pages maximum including references).   

3. A proposed hourly rate and total monthly charge for the Daily Tasks as listed in this RFP document for all three sites combined.  Additionally, bidders will include the estimated weekly work hours needed FOR EACH INDIVIDUAL SITE to perform the Daily Tasks as listed in this RFP document.   A bidder’s hourly rate multiplied by its estimated weekly work hours multiplied by 52 work weeks and then divided by 12 should equal the monthly charge stated by the bidder, if it does not, the bidder must explain the difference between the two in a detailed cost narrative that identifies specific causes for the difference and their related dollar amount.  GLBMW anticipates a monthly charge for janitorial services (hourly rate multiplied by estimated weekly work hours multiplied by 52 work weeks and the divided by 12, do not include amounts for supplies & etc.) for all three sites combined to equal a total of about $4,000.00.  Bidders who propose a monthly charge substantially more than or less than $4,000.00 are required to explain the difference in detail.  (Three pages maximum).
Total bid document size must not exceed 10 pages.  Any pages in excess of 10 may be discarded and not considered by GLBMW.   
The winning bidder’s contract amount, fee structures, and/or budgets shall be negotiated. 

Proposals will be scored according to the following criteria:

· 20% based on a Item 1 of the Proposal Instructions

· 40% based on item 2 of the Proposal Instructions

· 40% base on item 3 of the Proposal Instructions

This RFP does not commit Great Lakes Bay Michigan Works! (GLBMW) to award a contract, to pay any cost incurred in the preparation of a proposal, or to enter into negotiations. GLBMW has the right to reject or accept any or all proposals or part of any or all proposals, or to cancel this RFP in whole or in part. GLBMW has the right to require additional information from one or more bidders, to negotiate with one or more bidders, and/or to accept any proposal or proposals without negotiations. GLBMW has the right, at its sole discretion, to waive minor discrepancies in proposals and minor deviations from RFP requirements. The successful bidder(s), if any, shall be selected based on GLBMW sole discretion in its determination of best value in terms of services provided, qualifications, and cost.

The need for additional related services may become apparent during the period covered by this RFP. In that event, GLBMW reserves the right to review and award the contract for those services based on this RFP process provided the proposals submitted encompass the type of services needed. In its discretion, SMBMW may also determine that another RFP should be issued regarding the additional services.

Any bidder that attempts to exchange information with any potential bidder for the purpose of gaining competitive advantage, or who attempts to discuss its proposal with or offer anything of value to any of GLBMW officers, directors, staff, agents or representatives during this procurement process, shall be subject to disqualification and possible criminal prosecution.

This provision does not prohibit potential bidders from seeking and joining with subcontractors or partners in making the proposal. All partners and subcontractors must be clearly identified in the proposal. Likewise, this provision does not prohibit communication between GLBMW and any bidder that is determined by GLBMW to be necessary as part of the procurement process.

GLBMW operates an equal opportunity procurement process. Upon request, GLBMW shall make this RFP available in large print or alternative format to individuals with disabilities. Proposals from minority and female owned organizations are encouraged.
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