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Sealed Proposals, subject to the specifications and conditions contained herein and attached hereto, will be received in the City Manager’s Office, City Hall, until, but no later than 2:00 P.M.CST , August 29, 2014, and then opened for Relocation Services.
If you are an individual with a disability and require a reasonable accommodation or have additional questions regarding this invitation, please notify the Assistant Finance Director, Danny King at (931) 560-1580.
No proposal may be withdrawn after the scheduled closing time for receipt of proposals for ninety (90) calendar days. 
Proposal  Instructions
To be considered, you must:
1. Be represented at the mandatory per-proposal meeting set for August 21, 2014. 
2. Submit a copy of your proposal addressing the requested services on or before the due date and time as listed above. 
3. All forms must signed by someone with the authority to bind the proposer to the terms of the proposal.
Proposal documents shall be returned to:
Purchasing Agent, City Hall, 700 North Garden St., Columbia, TN 38401.
Mark outside of envelope with Request for Proposal – Relocation and opening date of proposal, August 29, 2014.
Time is of the essence and any proposal received after the announced time and date for submittal, whether by mail or otherwise, will be rejected. The time of receipt shall be determined by the City Manager’s Office. Vendors are responsible for ensuring that their proposals are stamped by City Manager’s Office personnel before the deadline indicated. Late proposals received will be so noted in the proposal file and the proposal will be returned unopened. Faxed or e-mailed proposals shall not be accepted.
Nothing herein is intended to exclude any responsible vendor, his product or service or in any way restrain or restrict competition. On the contrary, all responsible vendors are encouraged to bid and their bids are solicited. The City of Columbia is compliant with Title VI of the 1964 Civil Rights Act and as a result does not discriminate on the grounds of race, color or national origin nor does it excluded from participation in, or denies the benefit of any program or activity receiving federal financial assistance.
 All costs associated with the preparation and delivery of this proposals as well as time and travel of the proposer shall be the sole responsibility of the proposer. 
1. SCOPE
	The City of Columbia Police Department will upon completion of a remodeling project move all operations to 707 North Main St. Columbia Tennessee 38401.  The City is seeking proposals from qualified moving companies to relocate all offices and equipment from the headquarters located at 800 Westover Drive and detectives and vice office located at 1422 Pillow Drive. It is anticipated that the move will commence on a Friday and be completed on or before 7:00 AM the following Monday.  Vendor shall supply all labor, materials and supplies necessary to complete the move. 
	This request is designed to secure a company with sufficient resources, experience  nd knowledge to help plan, coordinate and execute a move of the magnitude and nature as further described herein. 
2. GENERAL CONDITIONS – General conditions are applicable unless superseded by other conditions or requirements found within this request for bid.
1. Acceptance of Bids: The City of Columbia reserves the right to reject any and all bids, to waive any informal technicalities or defects, the scope and nature of which it shall be the sole judge, in any bid, insofar as such technicality or defects do not legally, materially or substantially change such bid. The said City, unless otherwise specified by the bidder, reserves the right to accept any item on bid.

If the bidder fails to state the time within which a bid must be accepted, it is understood and agreed that said City shall have ninety (90) days from bid opening date in which to accept bid.

2. Error in Bid: In case of error in the extension prices in the bid, the unit price governs. No bid shall be altered, amended or withdraw, unless the acceptance date has expired, after the opening date of bids. Negligence on the part of the bidder in preparing the bid confers no right for withdrawal of the bid after it has been opened.

3. Discount Period: Time in connection with discount offered will be computed from   the date of delivery, or from the date correct invoices are received, whichever date is later. Discount other than “Time Discounts” shall be shown on the face of the proposal sheet under “Terms”.

4. Sample of Materials: Samples of items, when requested, must be furnished free of expense to the City, at the time bids are opened or later if such are called for after the bids have been opened, and if such samples are not destroyed in the process of sampling, they will be returned at the bidder’s expense.

5. Signatures on Bids: Each bid must contain the full name and business address of the bidder. Any person signing a proposal sheet for himself or as agent, employee or officer of another must show his title and, if requested by the City shall furnish proof of his authority to make such proposal.

6. Alternate Bids: Alternate bids will be considered proving such items that appear on such bids meet specifications. Where equivalent items are bid upon, said City reserves the sole right in determining whether they meet specifications.

7. Proposal Sheets: Bidders shall use the proposal sheets furnished by the City if provided. Failure to submit this sheet as required shall render the proposal invalid. Proposal sheets must contain prices on per unit and aggregate basis and the total amount of the bid must be stated on the proposal sheet.

8. Federal or State Sales, Excise or Use Tax: Every bid shall separately state and set forth, therein the amount of any and all Federal and State sales, excise or use taxes included in the bid prices. If any such taxes are included in the prices bid, the City reserves the right in making the award to deduct any amount of such taxes thereof. Where labor is required, the bidder shall state separately the amount of labor and materials.

9. Delivery: The number of calendar days in which delivery will be made after contract is executed and purchase order placed shall be stated in the bid. When the bidder states no time delivery, it is understood and agreed that delivery is to be made within fifteen (15) days after receipt of order, unless otherwise stated in the specifications.

10. Compliance: Contractor shall abide by all federal, state and local laws and statues and obtain all permits required in number fifteen (15) of these conditions.

11. Specifications: It is understood that reference to attached specifications shall be sufficient to make the terms of such specifications binding on the contractor. In some instances, the name of the manufacturer, a special brand, or make of an item is used in describing the item or items desired; but this does not restrict the bidder to that manufacturer or specific article, this means being used simply to indicate the character or quality of the article or service desired; but the articles or service on which the proposal are submitted must be equal to that specified, and a statement to that effect shall be made a part of the proposal. Where conflict occurs between the requirement of the General Conditions and the specifications, the requirements of the specifications will govern.

12. Inspection: Final inspection and acceptance or rejection will be made at the time of delivery, but all products and workmanship shall be subject to inspection and test at all times and places. The right is reserved to reject articles that contain defective material and workmanship. Rejected materials shall be removed by and at the expense of the contractor promptly after notification of rejection. The City shall not be obligated to pay the full price for any items that do not meet specifications; however, payment may be made at a proper reduction in price.

13.  Bid Opening: Bids may be mailed or delivered to the Purchasing Agent of the City of Columbia, Tennessee. All bids will be opened and publicly read at a time specified on the Proposal Sheet. Bids received after the specified time for opening, as shown on the invitation to bid, will not be accepted.

14. Cancellation: The City reserves the right to cancel an accepted bid or contract in whole or in part due to nonperformance or defective products.

15. Permit Requirements: Successful bidder will be responsible for securing any necessary permits for complying with all required inspections whether local state or federal.

16. Multi-Year Contracts: The City reserves the right to enter into multi –year contracts and further has the right to terminate multi year contracts due to non-appropriation of funds.

17. Financial Statements: Financial statements will be submitted upon request.

18. Term of Payment: Payment will be made in full after the satisfactory receipt of goods, materials, supplies, and equipment. Payment will be made in full upon satisfactory completion of all contractual services, public improvements and/or construction. Executed contracts must specifically state if there is any partial payment or other deviation from this method of payment.

19. Complaints – Vendors

Vendors shall have the right to present a complaint, dispute or grievance concerning unfair treatment, contracts, deliveries, payments, restrictions, and other incidents. The following steps are intended to provide uniform procedures for a vendor to express a problem and obtain remedy.

a. Step One  - Vendor must file a grievance with the Purchasing Agent no later than seven (7) calendar days after the occurrence of the dispute or incident. The complaint must be in writing and include all supporting data and desired solution or remedy. The Purchasing Agent will forward a copy of  the complaint with the user department who shall  provide a written reply within thirty (30) days to the Purchasing Agent who will review the response and if agreement forward the decision to the vendor.


b. Step Two – If the vendor is not satisfied with the Purchasing Agent’s response, the vendor may appeal in writing to the City Manager within 10 day from the date of the Purchasing Agents response, who shall with the advice of the Purchasing Agent and/or City Attorney, make a written determination to all parties involved. The City Manager’s decision shall be final.
3. SPECIAL CONDITIONS
3.1   A mandatory pre-proposal meeting will be held on August 21, 2014 at 10:00 AM in the first floor conference room of 700 North Garden St., Columbia, TN. All parties interested in submitting a proposal will have an opportunity to tour the current and future locations as well as ask questions regarding requirements of this request.
3.2 The Police Department maintains a limited access area for criminal evidence at the Westover Drive address. The Department must certify that evidence has not be tampered with as a result of the move, therefore, the vendor will need to address within the proposal the issues related to moving evidence which may include the following or other alternate solutions.
· Furnish a separate box van that will be both loaded and unloaded by Police Department personnel, secured during transport, driven by a vendor supplied driver and escorted by Police Department personnel. The van must be available long enough for loading and unloading. 
· Deliver a secured “POD” style container that can be loaded and unloaded by Police Department personnel. When loaded the container will be secured and the vendor would be responsible to deliver the container to the new location at which time it will be unloaded by Police Department personnel.
· Other secured options deemed appropriate by the vendor. Final approved subject to approval of the Chief of Police. 
	3.3 Any bid submitted must be good for a period of November 1, 2014 through February 	28, 2015.  It is anticipated that the move would take place in November; however,  the 	exact date may be subject to year end holiday schedule that could force the move date 	into 2015.
4. INSURANCE
The proposer shall purchase and maintain in force, at his own expense, such insurance as will protect him and the City from claims which may arise out of or result from the Proposer's execution of the work, whether such execution be by himself, his employees, agents, subcontractors, or by anyone for whose acts any of them may be liable. The insurance coverage shall be such as to fully protect the City and the general public from any and all claims for injury and damage resulting by any actions on the part of the proposer or his forces as enumerated above. The successful proposer shall furnish a copy of an original Certificate of Insurance, naming City of Columbia as an additional insured. Should any of the policies be cancelled before the expiration date, the issuing company will mail 30 days written notice to the certificate holder. The successful proposer shall furnish insurance in satisfactory limits, and on forms and of companies that are acceptable to the City of Columbia and shall require and show evidence of insurance coverage on behalf of any subcontractors (if applicable), before entering into any agreement to sublet any part of the work to be done under this Contract.
The following insurance requirements are the minimum that will be acceptable:
1. Workers Compensation Insurance – To State mandated limits
2. Commercial General Liability - Including products and completed operations coverage and contractual liability on the amount of $500,000 CSL (combined single limit).
3. Commercial Automobile Liability and Physical Damage Coverage including owned, non-owned and hired car in the amount of $500,000 CSL.
4. Cargo Insurance – Limits to $500,000 
5.  Vendor Responsibilities 
A.  Vendors must have the ability to provide all equipment, materials, supplies and related services necessary to provide full and complete moving services for any item(s) 3000 lbs or less. Vendor shall be prepared to furnish boxes, crates, bins and other packing type items if required. The quote for these items shall be listed separately from the cost of moving. 

The majority of IT equipment will be uninstalled, moved and reinstalled by the City’s IT department; however, personal computers and related equipment within individual offices will be the responsibility of the vendor. Your response should show proof of experience with computer moves.

 B. - It is important that any damage to City property be very minimal or eliminated entirely. The building to which we are moving has been newly renovated and it is important that the building reflect this new renovation when the move is completed.

Vendor must take all necessary precautions to prevent damage to equipment, furniture, supplies and property. Adequate protection must be provided for floors and walls throughout the buildings including elevators of both locations. All items must be properly protected from inclement weather during the preparation of the move and while being moved. Vendor must have the capability and proper protective materials to move special equipment such as personal computers, appliances.

In addition to the vendor's general responsibility to protect City property from damage, the vendor shall be responsible for the protection of finished surfaces such as, but not limited to, columns, doors, door frames, and wall corners shall be protected by corner brackets or similar material. Wall surfaces shall be protected by corrugated wall board or similar materials where required for adequate protection. Vendor will be responsible for protecting all elevator floors and walls. The contractor shall assure that weight capacities of elevators used by personnel during the moving process will not be exceeded. Carpeting and floors shall be protected by masonite floor boards or similar protective covering. Any finishes or products damaged, marred or lost by the vendor shall be completely replaced or refinished by the contractor to the satisfaction of the City within 30 days of the incident.

C. Vendor must be capable of and prepared to disassemble and reassemble office desks, cabinets, office tables and bookcases as required. This applies to all office furniture as well as all modular ‘cubicle’ style furniture.

D. A working Lead Move Supervisor/Foreman and back-up alternate must be provided. This person(s) must be assigned to the City and on location 100% of time during the move and work with the City at the end of the job, as applicable, to verify equipment placement and inventory check list. As well, this person must be available for any pre-move/ planning activities required by the City staff.
A Lead Move Supervisor must have a minimum of 2 years experience in the moving business and 1 year experience as a Lead Move Supervisor (or equivalent). This person must be experienced with the coordination of small and large moves.

E. Vendor will be responsible for removal and disposal of any debris i.e. packing material resulting from the move. The vendor is responsible for the removal and proper disposal of all trash and containers that may occur during the move. Trash that exceeds the capacity of the waste receptacles provided at the City facilities must be removed from City property(s) and discarded with an appropriate waste center at the Vendor’s expense. All items that can be recycled shall be recycled.

F. Any articles damaged or lost will be repaired to a good or better condition or replaced by the vendor at no additional cost to the City within 30 days of incident. The City is responsible for damages incurred if the City does the actual packing. The exceptions would be if there is negligence on the part of the vendor or his/her employees, then the vendor is responsible; and whereby, all claims by the City for damaged or lost equipment and furniture must be satisfied within thirty (30) calendar days after the date of the completed move at 100% of repair or replacement cost. Settlement of claim must be satisfactory to the City. The City may withhold payment to the firm in abeyance until all such claims are resolved against the move.

G. The vendor shall provide for the physical transportation of all furniture, equipment and material from existing locations to new location within the established time schedule. Vendor shall provide adequate truck size(s) and types of trucks to meet the requirements. The vendor shall have exclusive access to driveways, sidewalks and certain on street parking to facilitate the move. 

H. Vendor must provide qualified staff to perform all tasks for the given assignment. All general labor personnel utilized by the contractor must be capable of performing all the activities requested in the execution of moving services. They must be trained moving personnel, who are direct employees of the vendor with a minimum of one (1) year of experience in the moving business. In addition, work crew must be easily identified with company-provided ID badges/uniforms.

I. Safety is of paramount importance before, during and after the move. Vendor shall provide all necessary safety equipment to its employees and or subcontractors and further insure that it is worn properly at all times. 

6.  CITY RESPONSIBILITES 
A.  The City will provide the vendor with a site plan of the future Police Department building. The plan will identify each room, office, space or area. All city equipment, furniture, files and boxes will be appropriately labeled as to the destination in the new building according to the plan furnished.  

6. SELECTION PROCESS

The proposals will be evaluated by Purchasing Agent, Chief of Police and other designated city employees as may be deemed appropriate.  

7. EVALUATION PROCESS.

The proposals will be evaluated based upon experience and capability of the mover, similar type relocations, cost, availability, and thoroughness of response.
8.	 LAWS AND TAXES 
The Proposer shall comply with all applicable local, State and Federal laws. The contractor is further responsible for all taxes associated with providing services under this contract. The Proposer agrees to hold harmless and indemnify the City for any and all losses the City may sustain as a results of the actions of the Proposer, his employees, or any subcontractors hired under any resulting contract. 
9. TIME OF THE ESSENCE 
Time is of the essence in the performance of a resulting contract. Repeated delays shall be interpreted as failure to meet contractual obligations and shall be cause for cancellation of contract.
10. Timeline
	August 8, 2014  - Release of RFP 
	August 21, 2014 -  Mandatory pre-proposal meeting for all interested parties.
	August 29, 2014 - Proposals are due  
	October 9, 2014 – Recommendation for award presented to City Council 	
	November 7, 2014 - Anticipated moving date subject to completion of renovations to 	new facility.  Actual move date will be established closer to renovation completion and 	subject to vendor’s schedule and Departmental readiness. 

11. Proposal Response
	The response must include the following: 
· Brief history of the company, size, location, etc.
· Experience with similar corporate moves especially involving law enforcement and shall include contact name and phone number.
· Proposed timeline for accomplishing the move, description of services to be provided, other recommendations, and other suggested requirements of the City.
· Description of method to move evidence items – vendors are not required to include the moving evidence items as part of their response; however, please specifically state that your proposal does not include evidence or specifically detail how you propose addressing the issue and the costs thereof. 
· Costs detailed as follows : 
· Estimated labor costs
· Estimated Vehicle costs 
· Crate, bin , container rental per unit 
· Secured container/ van costs
· Other costs as may be required
· Other comments or suggestions pertinent to this move. 

[bookmark: _MON_1382244329][bookmark: _MON_1387874660]
9

1

image1.png
Colmbia

m— TENNESSEE




