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	Lisa Lane, Purchasing Agent
200 N Castle Hgts Ave

Lebanon, TN  37087

Phone:  615-443-2802

Fax:  615-443-2849

lisa@lebanontn.org
	

	
	


CONTRACT SPECIFICATIONS FOR:


RUG AND TOWEL SERVICES CITY OF LEBANON DEPARTMENTS
REQUEST FOR PROPOSALS:  RFP #0330 RUG & TOWELS 2023
CONTACT:
City of Lebanon Purchasing Office



Lisa Lane, Purchasing Agent



200 N Castle Heights Ave



Lebanon, TN  37087



(615) 443-2802

DATE ISSUED: February 14, 2023
DUE DATE: March 30th , 2023 @ 2:00 p.m.
Please note:  If documents were downloaded from the City of Lebanon website, bidder is responsible for obtaining any addenda either through updates on the website or by contacting he Purchasing Agent listed above.

CITY OF LEBANON, TENNESSEE

DETAILED SPECIFICATION FOR
RUG AND TOWEL SERVICES
RFP #0330 RUGS AND TOWELS 2023
_______________________________________________________________________________________

*City of Lebanon reserves the right to reject all or any part of any RFP*

The City of Lebanon is exempt from State Tax and Federal Exercise Tax.

NO PROPOSALS RECEIVED AFTER CLOSING WILL BE ACCEPTED.

The City of Lebanon invites sealed proposals for rug and towel services, in accordance with the specifications and bidding instructions set forth in this Request for Proposal. Proposals will be received by the Purchasing Department, 200 N. Castle Heights Avenue, Lebanon, Tennessee 37087, until 2:00 p.m. local time, March 30th, 2023, at which time they will be opened and read aloud.

Please identify as a sealed proposal with the following information on the envelope:

“RFP  #0330 RUGS AND TOWELS 2023”.
Any questions regarding this proposal should be directed to Lisa Lane, Purchasing Agent, (615) 443-2802.

A copy of the bid tabulation will be available upon written request to the Purchasing Department.

Any manufacturers’ names, trade names, brand names, or catalog numbers used in the specifications are for the purpose of describing and establishing general quality levels.  Such references are not intended to be restrictive.  Since the “City” does not wish to rule out other competition and equal brands or makes and models, please remember, “Any Approved Equal”.  However, if a service other than specified in the bid, it is the vendors responsibility to prove to the City of Lebanon that said service is equal to or exceeds the quality of the specifications listed for services provided.  
The City of Lebanon is an equal opportunity entity and does not discriminate on the basis of age, race, sex, national origin, religion or disability in admission to, access to, or operations of its programs, services, activities, or in its awarding of such bids in Pursuant to Title VI of the Civil Rights Act of 1964.  All vendors must be incompliance with all City Codes and current with all City fees and taxes to be considered as a responsive bidder or participant in this process.

Linen and Mat Rental 

Delivery Service

SCOPE
The intent of this Request for Proposals is to establish a five-year term contract for rental, laundering and delivery of linens and mats for various departments of the City of Lebanon in accordance with the terms, conditions, and work specifications contained herein.  

The Contractor will be required to pick up and deliver the items for cleaning, repairs, or replacement as needed.  The City has approximately 10-12 different delivery locations throughout the City.

NOTE:   Delivery locations and items listed within may be added, changed, or deleted during the contract only upon notification by the City of Lebanon authorized by each facilities Manager.

Services shall include furnishing all qualified labor, product, equipment, and transportation necessary to perform the work outlined in this request.

SPECIFICATIONS, REQUIREMENTS AND CONDITIONS

QUALITY OF LINENS:   Upon implementation of this contract, the Contractor will furnish the city with all new and unused, linens, mat items and shall maintain said items with the highest standards of quality and performance throughout the term of the contract.  The Contractor will be required to replace linens and mats with new like items as required by normal wear and tear at no cost to the City.

ESTIMATED QUANTITY:   All quantities noted in this solicitation are based on estimated current usage.  These quantities are estimates only; no exact quantities are implied or inferred.  Quantities may be different at each delivery and pickup.

CONTROL OF REQUIREMENTS:   Mats and other linen items to be furnished under this contract are restricted to items listed in the schedule.  No item is to be changed, substituted, added, or deleted except with permission from the Facilities Manager.  

VERIFICATION OF WEEKLY INVENTORY PICKED-UP AND DELIVERY:   For the purpose of lost or damaged item control, Contractor shall be responsible for physically counting each item picked up bi-weekly/monthly for laundry service or item exchange, and said count shall be checked against the item count returned to the City.  Verification process for this weekly process will be worked out and agreed upon between the contractor and the City after award of contract.  

DAMAGES OR LOST ARTICLES:   All damaged or lost items shall be replaced with new like items.  Items lost or damaged mats, towels, mops, etc. should be reported immediately by a representative at each facility to inform the Contractor so that a replacement price can be settled at that time.  All damaged articles that are replaced and charged to the City becomes the property of the City.

Damaged or lost product charged to the City shall be invoiced separately from the monthly/bi-weekly service charges.  

INITIAL REPORT:   After the Contractor has installed the requested linens, an initial report is to be generated and submitted to the City Department contacts.  The report shall list a minimum the following information:  Item installation locations, sizes and quantities of required linens, rugs, rags, etc.  

INSTALLATION OF NEW LINENS:   The Contractor will be required to contact each City Department for set up, and supply all linens, mats, etc. no later than 30 days after receipt of the official contract notice to proceed.

PAYMENT TO THE CONTRACTOR:   All invoices submitted for payment must include City Department account charge number, quantities, description of item, unit charges, and total.  A department representative for the department being billed must sign all delivery tickets.  Any replacement articles must be billed in the month during which the loss or damage occurred, and charges shall be identified to the individual department responsible for loss, if applicable.

QUALIFICATIONS OF EMPLOYEES:   All of the contractor’s employees shall carry proper identification on their person at all times.  A company uniform shirt or badge is acceptable.

SAMPLES:   Color of mats, (logo mats), etc. will be chosen by each department after the award has been made.  The Contractor will be contacted to set up a time with each facility (if necessary) to go over final details.

PICKUP AND DELIVERY:   The Contractor agrees to provide pickup and delivery service as described on a weekly/bi-weekly or monthly basis unless otherwise noted.  All cost for such service is included in the unit price shown in the schedule.  This includes all drop off, surcharges, fuel and energy charges, maintenance fees, etc. for the items listed for each location.  Pickup and delivery shall be at the following department locations and are listed below:

	DEPARTMENT
	ADDRESS
	OFFICE HOURS
	CONTACT PERSON

	City of Lebanon-Garage
	410 Park Drive Public Works Complex
	Monday-Friday

8:00 a.m.-3:00 p.m.
	Darrell Edwards

	City Hall-Admin. Building
	200 N. Castle Heights Avenue
	8:00 a.m.-3:00 p.m.
	Lisa Lane

	Harold Dean Greer Recreation
	416 Baird Park Circle
	8:00 a.m.-3:00 p.m.
	William Porter

	Lebanon Water Plant
	#7 Gilmore Hill Road
	8:00 p.m.-3:00 p.m.
	J.C. York

	Public Works Building
	406 Tennessee Blvd.
	8:00 a.m.-3:00 p.m.
	Lee Clark

	Lebanon Gas Department
	215 Maddox Simpson Parkway
	8:00 a.m.-3:00 p.m.
	Julie Carr

	Sanitation Bldg.
	410 Park Drive
	8:00 a.m.-3:00 p.m.
	Betsy White

	Water/Sewer Building 
	200 Carver Lane
	8:00 a.m.-3:00 p.m.
	Regina Santana

	Wastewater Treatment Plant
	321 Hartmann Drive
	8:00 a.m.-2:30 p.m.
	Jerimiah Exum

	Mitchell House
	106 N Castle Heights Avenue
	8:00 a.m.-3:00 p.m.
	Helen Brown


GENERAL PROVISIONS

Bids:   Contractors are required to submit a bid on all bid items.  Bid submittals which do not have all items bid may be considered as an incomplete bid.

Discounts for prompt payment must be shown on bid; otherwise, prices will be considered net.  Unless prices and all information requested are complete, bid may be disregarded and given no consideration.

The Request for Proposal shall result in a firm, fixed price contract for the full five years of the awarded contract.

All prices and bids must be in ink or typewritten.  No pencil figures or erasures are permitted. Mistakes may be crossed out and corrections inserted adjacent thereto and must be initialed in ink by person signing the bid.  No corrections are allowed after the bid has been received by the Purchasing Department.

Submission of Bids:   Each bid must be submitted on the prescribed form in a sealed envelope with a bid number, on the outside of the envelope.

The City reserves the right to declare as non-responsive and reject any and/or all parts of this bid in which material information requested is not furnished or where indirect or incomplete answers or information is provided.  Bids may also be rejected and accepted to be in the best interest of the City of Lebanon.

No telephone or electronic bids will be accepted.  

Competency of Contractors:   No bid will be accepted from, or contract awarded to a Contractor who is not licensed in accordance with the law, who does not hold a license qualifying him to perform work under this contract, to whom a bid form has not been provided and who has not successfully performed on project of similar character and scope.  The contractor may be required, before the award of any contract, to show, to the complete satisfaction of the City, that is has the necessary facilities, ability, experience, and financial resources to provide the services specified herein in a satisfactory manner.  Three references are required with this bid.  

Payment to the Contractor:
Payment will be made on a calendar-month basis in arrears.  Invoices shall be submitted to the person and address specified in the Agreement, bid, or purchase order.  In the event this Agreement becomes effective or terminates, during the course of a month, the amount paid to the contractor for the partial month shall be determined by prorating the amount on the basis of the number of calendar days involved.  Processing of payment will be delayed for Contractor’s failure to include reference in Agreement (including number) on the invoice and
for failure to maintain current insurance information with the City in accordance with insurance requirements hereunder.  In no event shall City be obligated to pay late fees or interest, taxes, whether or not such requirements are contained in the contractor’s invoice.  Invoices for services provided in June or for any services not previously invoiced shall be submitted with 10 working days after June 30 to facilitate City fiscal year end closing.  Failure to comply with this invoice submission requirements may delay payment.

All invoices shall contain the following information:

1. Company name and remittance address

2. Date of invoice issuance

3. Amount of invoice

4. Description of services provided

5. Account number for each location

6. Date of completion of services

7. Detail of costs of each item

Termination of Contract:
If at any time, in the opinion of the City, upon recommendation of the Purchasing Agent, 
1.  Contractor fails to conform to the requirements of this contract.

2.  Contractor files for bankruptcy.

3.  Any legal proceedings are commenced against Contractor which may interfere with the performance of the contract. 
4.  Contractor has failed to supply an adequate working force, or material of proper quality, or has failed in any other respect to prosecute the work with the diligence and force specified and intended in and by the terms of the contract, notice thereof in writing may be served upon him, and should be neglect or refuse to provide means for a satisfactory compliance with the contract as directed within the specified in such notice and agreement of one or both parties shall terminate the contract.  

Contractor shall be liable to City for any loss of or damage to City property arising from Contractor’s negligence or willful misconduct.

Federal and State Taxes:

Prices quoted shall not include Federal, State and Local Taxes.  A tax exemption certificate will be provided to the awarded Contractor.

BUSINESS LICENSE AND INSURANCE

All bidders must hold a business license with the City of Lebanon, Wilson County and/or vendor’s local city, and hold liability insurance before you can be considered as a qualifying vendor.

REQUIRED

DATA 

FORMS

List of Forms

Exceptions to the Specifications

History and Capability

Cost for Replacement Items

Designated Contact Person

Attachment A-Pricing

Bidder Must Include: Proof of Insurance and Business License

Signature Page

EXCEPTIONS TO THE SPECIFICATIONS:     Exceptions to the specifications of any bid items stated herein shall be fully described in writing by the Contractor in the space provided below.

______________________________________________________________________________________

______________________________________________________________________________________

______________________________________________________________________________________

______________________________________________________________________________________

______________________________________________________________________________________

______________________________________________________________________________________

______________________________________________________________________________________

History and Capability:   Bidders shall provide the name, locations and a narrative statement on the work performed for a minimum of three (3) comparable contracts during the past five (5) years. 

	No.
	
	Company Info.
	Work Performed

	1
	Company Name:

Contact:

Address:

Phone:
	
	_____________

	
	
	
	

	2
	Company Name:

Contact:

Address:

Phone:
	
	

	
	
	
	

	3
	Company Name:

Contact:

Address:

Phone:
	
	______________

	
	
	
	


Replacement Charges for Lost or Damaged Items:   Lost or where it is deemed between the City and Contractor that an item has been damaged and deemed unusable, it shall be replaced with a new, unused like replacement item only.  The cost for replacement items shall be listed in the space provided below and is on a new cost basis only.  Said replacement costs may be considered in determining the overall lowest responsive and responsible vendor.

NON-GARMENT ITEMS 



NEW COST
Floor Mat 3x5 Scraper



$___________

Logo Floor Mat 4x6




$___________

Floor Mat 3x5 




$___________

Wet Mop Small w/yellow trim


$___________

Terrycloth Towels




$___________

Bag Rack





$___________

Laundry Bags




$___________

Floor Mat 3x10




$___________

Huck Towels





$___________

Shop Towels





$___________

24” Dust Mops




$___________

Floor Mat 2x3




$___________

Floor Mat 3x20




$___________

Barmop





$___________

Small Shop Towels-Blue



$___________

Note:  If there is a difference in replacement cost due to the color of any item, please make that note on this sheet or add an additional sheet for reference.

Designated Contact:   Contractor is required to indicate in the space provided below, the designated contact individuals name and address as requested under Notification in the General Provisions Section of the Request for Proposals.

City of Lebanon:


Contractor:
Lisa Lane



____________________

Purchasing Agent


____________________

200 N. Castle Heights Avenue
____________________

Lebanon, TN  37087

____________________

(615) 443-2802 Office

____________________

(615) 443-2849 Fax


____________________


lisa@lebanontn.org


____________________

ATTACHMENT “A”

	Item #
	Qty
	Unit
	City Hall Administration Building
	Unit Price
	Total

	1
	3
	Ea.
	Mat 3x5 Scraper
	$
	$

	2
	3
	Ea.
	Logo Mat 4x6
	$
	$

	3
	3
	Ea.
	Mat 3x5 
	$
	$

	4
	19
	Ea.
	Wet Mop Small w/Yw
	$
	$

	5
	50
	Ea.
	Terrycloth Towels
	$
	$

	6
	1
	Ea.
	Bag Rack
	$
	$

	7
	1
	Ea.
	Laundry Bag
	$
	$

	
	
	
	Total
	$________
	

	
	
	
	
	
	

	Item#
	Qty
	Unit
	Harold Dean Greer Recreation Bldg.
	Unit Price
	Total

	1
	4
	Ea.
	Mat 3x5 
	$
	$

	2
	1
	Ea.
	Mat 3x10 
	$
	$

	
	
	
	Total
	$________
	

	
	
	
	
	
	

	Item #
	Qty
	Unit
	Lebanon Water Plant
	Unit Price
	Total

	1
	9
	Ea.
	Huck Towels
	$
	$

	2
	14
	Ea.
	Mat 3x5
	$
	$

	3
	1
	Ea.
	Laundry Bag
	$
	$

	4
	4
	Ea.
	36” Wet Mops
	$
	$

	5
	4
	Ea.
	22” Dry Mop
	$
	$

	
	
	
	Total
	$__________
	

	
	
	
	
	
	

	Item#
	Qty
	Unit
	Gas Department
	Unit Price
	Total

	1
	2
	Ea.
	 3x4 Rubber Mats
	$
	$

	2
	3
	Ea.
	Mat 3x5
	$
	$

	3
	6
	Ea.
	Mat 3x10
	$
	$

	
	
	
	Total
	$________
	

	
	
	
	
	
	

	Item#
	Qty
	Unit
	Public Works
	Unit Price
	Total

	1
	3
	Ea.
	Mats 3x5
	$
	$

	2
	1
	Ea.
	Logo Mat 4x6
	$
	$

	
	
	
	Total
	$________
	

	
	
	
	
	
	

	Item#
	Qty
	Unit
	Wastewater Plant
	Unit Price
	Total

	1
	4
	Ea.
	22” Synthetic Mops
	$
	$

	2
	50
	Ea.
	Soda Towels
	$
	$

	3
	3
	Ea.
	Mat 3x5
	$
	$

	4
	1
	Ea.
	Laundry Bag
	$
	$

	
	
	
	Total
	$________
	

	
	
	
	
	
	

	Item#
	Qty
	Unit
	Water/Sewer Building
	Unit Price
	Total

	1
	2
	Ea.
	Bar Mop
	$
	$

	2
	4
	Ea.
	Mat 4x6
	$
	$

	3
	5
	Ea.
	Mat 3x10
	$
	$

	4
	2
	Ea.
	Mat 3x4
	$
	$

	5
	2
	Ea.
	22” Mop Synthetic BLN
	$
	$

	6
	50
	Ea.
	Bar Mop Ribbed T00016whit
	$
	$

	7
	2
	Ea.
	Inventory Mop Ribbed
	$
	$

	
	
	
	Total
	$___________
	

	
	
	
	
	
	

	Item#
	Qty
	Unit
	City Garage
	Unit Price
	Total

	1
	2
	Ea.
	3x4 Mats
	$
	$

	
	
	
	Total
	$________
	

	
	
	
	
	
	

	Item#
	Qty
	Unit
	Sanitation Building
	Unit Price
	Total

	1
	7
	Ea.
	Mat 3x5
	$
	$

	2
	1
	Ea.
	Mat 3x10
	$
	$

	
	
	
	Total
	$
	$

	
	
	
	
	
	

	Item#
	Qty
	Unit
	Mitchell House
	Unit Price
	Total

	1
	4
	Ea.
	4x6 Mat Granite
	$
	$

	2
	1
	Ea.
	3x10 Mat Granite
	$
	$

	
	
	
	Total
	$
	$


TRIAL BASIS
The City of Lebanon reserves the right to evaluate the rug and towel services and performance of the vendor after year one.  Based on the performance, the managers reserve the right to re-bid the rug and towel services or extend the contract for the rug and towels services for two additional years after the first year with an additional option of a total of five years. 
DISCONTINUING OF SERVICES

This agreement shall continue in effect from the date services are to begin _____________  through ________________, but may be terminated by either party by giving a fifteen (15) day written notice sent by registered mail, addressed to the other party.  This agreement contains all the covenant and agreements between the City of Lebanon and _____________________________________________ (rug service company) with respect to the subject matter of this agreement.

SPECIAL INSTRUCTIONS
· Invoices must be made out, signed and left at each location. 
· All invoices will be paid within two weeks.  There shall be no harassing of personnel in the Accounting Department for payment unless it has been over the allotted two-week time period.
· All bidders must include a copy of their business license (City & County), a copy of their insurance and 3 references in this packet.        

Company Name, Authorized Representative 

______________________________________________________________
______________________________________________________________

Address and Phone Number  

______________________________________________________________

Email Address

Signature for Contract with:  ___________________________________________________




        Rug and Towel Service Company

Recommend:




Contractor:

____________________________________             _____________________________________
Commissioner of Finance







Title _________________________________

Approved as to Form & Legality:

____________________________________
City Attorney
Sworn to & subscribed to before be a Notary Public, this day of ____________________, 
2023.  By ______________________________, of Contractor and duly authorized to execute 
this instrument on the Contractors behalf.

_________________________________________

Notary Public

_________________________________________

My Commission Expires

Executed By:

_________________________________________

Mayor, City of Lebanon
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