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	REQUEST FOR PROPOSAL

	RFP # 19-R0035 Janitorial Services – City Hall/Annex



	Buyer Contact:
	Tina Causey
843-918-2184
tcausey@cityofmyrtlebeach.com

	Mandatory Pre-Proposal Conference:
On-time attendance/sign-in is required for proposal consideration.
	May 1, 2019 @ City Hall 10:00AM
937 Broadway Street
Myrtle Beach, SC 29577

	Opening Date & Time:
	May 15, 2019 at 2:30PM

	Proposal Delivery Location:
	3231 Mr. Joe White Avenue
Myrtle Beach, SC 29577


Bonds:  Proposals for a service $25,000.00 or greater must be accompanied by a bidder’s bond in the amount of five percent (5%) of the total dollar amount of the proposal submitted, payable to the City of Myrtle Beach.

Public Disclosure:  Proprietary information MUST be marked as privileged and confidential prior to proposal submission.  Failure to clearly label proprietary information may be cause for public disclosure.  See Section 3.09 for further details.

No proposals will be accepted unless submitted on the forms furnished herein.  All pages of the proposal must be in a sealed envelope and delivered in accordance with these instructions:
· The envelope must be marked with company name, proposal number/name, and time/date of proposal opening.
· Proposal packages shall be delivered to the address listed above.  The City of Myrtle Beach is not responsible for late or misdirected mail.
If the above criteria are not met, your proposal shall be rejected.  Proposals are not subject to public reading.

Offerors are advised that from the date of issue of this solicitation until award of the contract, no contact with City personnel related to this solicitation is permitted.  All communications/requests for clarification are to be directed to the Buyer listed above.

It is the intent and purpose of the City of Myrtle Beach that this Request for Proposal promotes competitive proposals.  It shall be the Offeror’s responsibility to advise the Purchasing Division if any language, requirements, etc., or any combination thereof, inadvertently restricts or limits the requirements stated in this Request for Proposal to a single source.  Such notification must be submitted in writing and must be received by the Purchasing Division no later than three (3) City of Myrtle Beach business days prior to the proposal opening date.

Offeror to complete this section:

Name of Offeror:	________________________________________________________________________

CITY OF MYRTLE BEACH – GENERAL INSTRUCTIONS
MUST BE SIGNED AS PART OF REQUEST FOR PROPOSAL PACKAGE


1.0	SUMMARY/SPECIFICATION

1.01 DOCUMENT INCLUDES:

	2.0	Authority
		2.01		Equal Weight and Force
		2.02		Written Explanations
		2.03		Disputes with Written Explanations
		2.04		Written Addenda

	3.0	Requirements for Written Proposal Documents
		3.01		Availability of Documents
		3.02		Non-Responsive Proposals
		3.03		Document Completion
		3.04		Contents of Proposal Packet
		3.05		Single Package Requirement
		3.06		Proposal Submission
		3.07		Proposal Delivery/Opening
3.08		Document Ownership

	4.0	Full Examination
		4.01		Thorough Investigation
		4.02		Pre-Proposal Meetings
		4.03		Evidence of Examination

	5.0	Pricing
		5.01		Unit Pricing
		5.02		Cash Discounts
		5.03		Changes in Cost

	6.0	Tax Information
		6.01		Sales Tax/Federal Tax
		6.02		Payment of Taxes

	7.0	Material Assessment
		7.01		Product Documentation
		7.02		MSDS
		7.03		Evidence of Work/Product
		7.04		Sample Submission
		7.05		Sample Ownership
		7.06		Furnished Items
		7.07		Quality of Items
	8.0	Changes in Specifications
		8.01		Authority of Specifications
		8.02		Equipment
		8.03		Deviation from Specifications
		8.04		Material Preference
		8.05		Changes after Award
		8.06		Equivalent Items

	9.0	Modifications
		9.01		Additional Work
		9.02		Adjustments to Items/Work
		
	10.0	Bond Requirements
		10.01		Proposal/Performance/Payment Bonds

	11.0	Delivery
		11.01		Warehouse Deliveries
		11.02		Dates
		11.03		Delivery Price
		11.04		Documentation
		11.05		Wrong Deliveries

	12.0	Award Criteria/Timeline
		12.01		Award Criteria
		12.02		Contract Issuance
		12.03		Contract Timeline
		12.04		Notification

	13.0	Offeror Responsibilities
		13.01		Duration of Proposal
		13.02		Transfer of Responsibilities
		13.03		Subcontractors
		13.04		Coordination and Contact
		13.05		Liquidated Damages

	14.0	Indemnity Clause
		14.01		Hold Harmless

	15.0	Federal and State Laws
		15.01		Employment Regulations

	16.0	Financial Accounting
		16.01		Representation
		16.02		Payment


	17.0	Proposal Rejection/Withdrawal
		17.01		Reasons for Rejection
		17.02		Best Interest
		17.03		Withdrawal Timeline
		
	18.0	Protest Procedures/Timelines
		18.01		Proposal Specifications/Contract Terms
		18.02		Intent to Award

	19.0	City Reserved Rights
		19.01		Reserved Right
		19.02		Final Judgment
		19.03		Clarification
		19.04		Price Increase
		19.05		Loss/Damage
		19.06		Performance Failure
		19.07		Negotiation

	20.0	ADA Compliance
		20.01		Contact Information

	21.0	Signatures
		21.01		Accuracy and Completeness
		21.02		Compliance
	
1.02 DEFINITIONS:

A. City of Myrtle Beach – herein referred to as “City.”
B.  RFP – Request for Proposal
C.  Offeror – any vendor, proprietor, business, company, service provider, or corporation who submits a proposal to the City.
D.  Proposal – the collection of documents that includes these general instructions,           the scope of work and/or specifications, a written offer, and signature page to 
be used for consideration in negotiations and/or contract development.
E.  Addendum – a written change, addition, alteration, correction, or revision to a proposal document.
F.  Bond – provides financial assurance that the proposal has been submitted in good faith, that a offeror will enter into a contract at the amount proposed, and will 
		provide the appropriate performance and payment bonds.
G.  Bid Bond – an insurance agreement, accompanied by a monetary commitment, by which a third party accepts liability and guarantees that the bidder will not 
		withdraw from the bid.
		H.  Performance Bond – guarantees execution of the terms of a contract.
I.  Payment Bond – covers payment of subcontractors, laborers, and materials suppliers associated with the project. 

2.0	AUTHORITY:

2.01	Equal Weight and Force.  The instructions herein contained are given for the purpose of guidance in properly preparing an applicable proposal.  These directions have equal weight and force with the specifications and strict compliance is required with all of the provisions.  
	Unless otherwise stated in the special instructions of the proposal, these general 
	instructions will apply.

2.02	Written Explanations.  Only written information from the procurement manager or an authorized representative of the purchasing division is binding; therefore no verbal instructions or verbal information from any other source will be binding on the City.  The 	City will not be responsible for any other explanation or interpretation and the decision of the procurement manager or an authorized representative of the purchasing division shall be final and binding upon each Offeror.

2.03	Disputes with Written Explanations.  The written specifications are considered clear and complete.  Failure of the Offeror to call attention in writing to any disputes, definitions, discrepancies, inconsistencies or incompleteness before the opening of the proposal in the time and manner set forth herein is a waiver of right to do so upon opening of the proposals.  
Clarifications requested by Offerors must be in writing not less than three (3) days before 	date and time set for receipt of proposals.

2.04	Written Addenda.  Should the procurement manager deem it necessary to alter proposal specifications, those alterations will be made in the form of written addenda that will be posted on the City website.  The Offeror is responsible for monitoring the website. These addenda shall then be considered as part of these specifications.

3.0	REQUIREMENTS FOR WRITTEN DOCUMENTS:

3.01	Availability of Documents.  Proposal documents may be obtained through the City of Myrtle Beach website (www.cityofmyrtlebeach.com), or in person at the City of Myrtle 	Beach Purchasing Office, 3231 Mr. Joe White Avenue, Myrtle Beach, SC  29577, Monday through Friday (excluding City holidays), from 8:00 AM to 5:00 PM.  Proposal documents may be mailed or sent via e-mail by vendor request only.

3.02	Non-Responsive Proposals.  Proposals that are incomplete, unsigned, improperly signed 	or sealed, conditional, illegible, obscure, contain arithmetical errors, erasures without initials, alterations or irregularities of any kind, may be declared non-responsive. 

3.03	Document Completion.  A proposal and signature document is provided as part of the  solicitation.  This form must be used in submitting a proposal and all pages of the proposal document must be completely filled out and signed by the Offeror.  No proposal will be accepted unless submitted on the forms furnished herein.  Erasures or corrections made on the proposal documents prior to submission must be initialed by the Offeror.

3.04	Contents of Proposal Packet.  The general instructions, scope of work and/or 
specifications, and the proposal and signature document constitute the proposal packet. By submitting a proposal, the Offeror is deemed to have accepted all of the terms and conditions set forth in the proposal packet documents.  All proposal packet documents, after completion by the Offeror, must be returned with the proposal in the same order as 	received by the Offeror.

3.05	Single Package Requirement.  Unless otherwise stated in the special instructions section of this proposal request, submit one complete proposal package using the attached form(s), if applicable, for proposed pricing.

3.06	Proposal Submission.  Each proposal must be enclosed in a sealed envelope, clearly 	marked on the outside with information as stated on the cover page and delivered to the procurement buyer.  If the required information is not clearly stated on the outside of the envelope, the proposal is considered nonresponsive.  Proposals submitted after the date and time set for receipt will be returned to the Offeror unopened.

3.07	Proposal Delivery/Opening.  All proposals must be sealed, marked and delivered in accordance with these instructions to Purchasing Division, City of Myrtle Beach,
3231 Mr. Joe White Avenue, Myrtle Beach, SC  29577.  Proposals are not subject to a formal proposal opening.

3.08	Document Ownership.  All documents, reports, proposals, submittals, working papers or other material submitted to the City from the Offeror shall become the sole and exclusive property of the City, in the public domain, and are not the property of the Offeror.  The 	Offeror shall not copyright, or cause to be copyrighted, any portion of any of said documents submitted to the City as a result of this solicitation.

4.0	FULL EXAMINATION:

4.01	Thorough Investigation.  Offerors shall make all investigations necessary to thoroughly inform themselves regarding plant and facilities for delivery of material and equipment and/or service to be performed as required by the proposal conditions.  No plea of ignorance by the Offeror of conditions that exist or that may hereafter exist as a result of failure or omission on the part of the Offeror to make the necessary examination and investigations, or failure to fulfill in every detail the requirements of the contract documents, will be accepted as a basis for varying the requirements of the City or the compensation.

4.02	Pre-Proposal Meetings.  When Offerors are required to make site visits or attend 
pre-proposal meetings, all expenses shall be paid for by the Offeror, unless previous written arrangements are made with the City.  No offeror will be admitted to a pre-proposal meeting after the specified start time, otherwise the proposal will be considered non-responsive.

4.03	Evidence of Examination.  Submission of a proposal will be considered as conclusive evidence of the Offeror’s complete examination, understanding and acceptance of the specifications.

5.0	PRICING:

5.01	Unit Pricing.  Unit pricing will govern over extended prices unless otherwise stated in special instructions in this proposal request.  All prices quoted should be firm.  In those cases where a firm proposal cannot be made, consideration will still be given to all Offerors.  Also, maximum or ceiling prices should be quoted where possible when proposal contain non-firm prices.

5.02	Cash Discounts.  Cash discounts, if allowed, should be so stated on the proposal form.  	Prices must, however, be based upon payment thirty (30) calendar days after delivery.

5.03	Changes in Cost.  If during the term of the contract entered into as a result of this proposal, the cost of material(s) is/are increased through no act on the part of the contractor other than to comply with any prevailing rise in the market price(s) of material(s) used, it shall be the contractor’s responsibility to notify the City of Myrtle Beach Purchasing Office in writing of the price increase(s) and the effective date of the increase(s).  Price(s) shall be increased only to the point of absorbing additional cost(s) of material(s) paid for by the contractor.  At any time during the term of the contract, the City may request that the contractor provide written documentation from the manufacturer/supplier of the material(s) to substantiate price increase(s).  If during the term of the contract, the cost of material(s) 	to the contractor is reduced, then the contractor shall reduce the contract price(s) and notify 	the procurement buyer in writing.

6.0	TAX INFORMATION:

6.01	Sales Tax/Federal Tax.  The City of Myrtle Beach pays South Carolina State Sales Tax. 	The City is exempt from Federal Excise Tax and will issue exemption certificates if required.  All applicable taxes should be shown as separate line items unless otherwise indicated.

6.02	Payment of Taxes.  The contractor agrees to pay all taxes and license fees of whatever nature applicable to conduct business and furnish the City of Myrtle Beach, if requested, with duplicate receipts or other satisfactory evidence showing the prompt payment of all taxes and fees when referred to and showing that all licenses are in effect.

7.0	MATERIAL ASSESSMENT:

7.01	Product Documentation.  Proposal shall include adequate brochures, latest printed 
specification and advertising literature describing the product(s) offered in such a fashion as to permit ready comparison with the specifications on an item-by-item basis where applicable.

7.02	Materials Data Safety Sheet (MSDS).  If so requested in the proposed documents, a completed MSDS for the item(s) indicated must be provided with the proposal documents.  Failure to submit this form upon request may result in rejection of proposal.

7.03	Evidence of Work/Product.  All Offerors must be prepared to present suitable evidence of similar work recently completed or goods supplied.  Products are to be brand name or equal unless otherwise specified. If submitting an equal product, supporting documents must be provided with proposal.

7.04	Sample Submission.  When samples are required with a proposal, they must be submitted with the proposal unless approved by the purchasing manager or purchasing manager’s authorized representative.

7.05	Sample Ownership.  Samples submitted will become the property of the City of Myrtle 	Beach.  The entire cost of the sample(s) shall be paid for by the Offeror unless previous written arrangements are made with the City.

7.06	Furnished Items.  Offerors are required to state exactly what they intend to furnish; 
	otherwise, they shall be required to furnish the items as specified.

7.07	Quality of Items.  Offerors will submit, with their proposal, data necessary to evaluate and determine the quality of the item(s) they are proposing.

8.0	CHANGES IN SPECIFICATIONS:

8.01	Authority of Specifications.  It shall be understood that in all cases the terms and 
conditions, as detailed in the specifications, shall supersede terms and conditions, as detailed in the general instructions.

8.02	Equipment.  If this proposal is for the purchase of equipment, the Offeror guarantees that the equipment offered is standard new equipment, latest model or regular stock product, 	with parts regularly used for the type of equipment offered; also that no attachment or part has been substituted or applied contrary to the manufacturer’s recommendations and standard practices.

8.03	Deviation from Specifications.  Any deviation from specifications must be noted in detail and submitted in writing with this proposal.  Complete specifications should be attached for any substitutions offered, or when amplifications are desirable or necessary.  The absence of a specification deviation statement and accompanying specifications will hold the Offeror strictly accountable to the specifications as written herein.

8.04	Material Preference.  The specifications, as listed herein, represent our preference in material; however, we are fully cognizant that no two pieces of comparable material are identical and/or same in size, function, and operation; and some of the specifications will not completely coincide with ours as listed.  Please list your exceptions and explanations separately. It is not our intent to write specifications for any project on which only one proponent can submit a proposal.

8.05	Changes after Award.  Any changes in specifications, after the purchase order/contract 	has been awarded, must be with the written consent of the purchasing division; otherwise, the responsibility for such changes shall be with the Offeror.

8.06	Equivalent Items.  When brand names or trade names and model numbers followed by the words "or equivalent" or "or other approved equal" are used, it is for the quality, style and features of those brands and models.  Proposals on equivalent items of substantially the same quality, style and features are then invited.  However, to receive consideration, 	such equivalent proposals must be accompanied by sufficient descriptive literature and/or specifications to clearly identify the units and provide for competitive evaluation with the brands or models.

9.0	MODIFICATIONS:

9.01	Additional Work.  No extras or additional work will be allowed or paid for unless such extras or additional work are/is ordered in writing by the purchasing division and with the price for such established and agreed upon before such extras are delivered or work is performed.

9.02	Adjustments to Items/Work.  The City of Myrtle Beach shall have the right, without invalidating the contract, to make additions to or deductions from the items or work covered by the specifications.  In case such deductions or additions are made, an equitable price adjustment shall be made between the City and the contractor.  Any such adjustments in price shall be made in writing.

10.0	BOND REQUIREMENTS:

10.01	Proposal/Performance/Payment Bonds.  If required, Offeror shall supply a proposal bond of 5% of the total proposal amount.  The successful Offeror at its own cost and expense shall furnish, if required, a valid performance and payment bond (payable to the City of Myrtle Beach) in the full amount of this agreement conditioned on the full and faithful performance of the work under this agreement in accordance with the specifications and contract documents.  Bonds are required if the contract work is valued 	at $20,000.00 or more for construction and/or any type of service related requirement. The performance and payment bonds shall be executed by the contractor and a bonding company authorized to do business in the State of South Carolina and approved by the 	State of South Carolina to issue such performance and payment bonds.  Only the forms provided by the City for the performance and payment bonds will be accepted.

11.0	DELIVERY:

11.01	Warehouse Deliveries.  Unless otherwise stated in the special instructions section of this 	proposal request, deliveries will be accepted during the hours between 8:00 AM and 4:00 PM Monday through Friday, excluding City holidays.

11.02	Dates.  The delivery date as stated in the proposal shall be the time required to deliver the complete item(s) after the receipt of the order or award of the contract.  Where multiple items appear on a proposal request, the Offeror shall, unless otherwise stated by the City, 	show delivery date for each item separately.  If only a single delivery date is shown, it will be assumed to mean that all items included in the proposal can and will be delivered on or before the specified date. The Offeror certifies that the delivery will be completed in the time the Offeror states, starting at the time the order is placed, provided that the time between the proposal opening and the placing of the order does not exceed the number of 	days stipulated in the proposal.  The right is reserved to reject any proposal on which the 	delivery time indicated is considered sufficient to delay the operation for which the commodity is intended. Successful Offeror(s) will be responsible for making any and all 
	claims against carriers for missing or damaged items.

11.03	Delivery Price.  Proposal prices are to be Delivered Price (FOB Destination).  Proposal prices must include all delivery costs, including but not limited to, loading and unloading 	cost(s), transportation charge(s) and fuel surcharge(s).  The City of Myrtle Beach will not be responsible for any demurrage charge(s).

11.04	Documentation.  Invoice(s), certificates of origin, warranties and guarantees must be submitted at the time of delivery of the item(s).

11.05	Wrong Deliveries.  In the event that materials, supplies, etc. are delivered which do not 	comply with specifications and have not been approved by the purchasing division, the contractor, upon notification, shall immediately remove from the premises any such materials, supplies, etc. and replace them with materials, supplies, etc. in full accordance with the specifications.

12.0	AWARD CRITERIA/TIMELINE:

12.01	Award Criteria.  The award will be made within the time specified to the responsible Offeror meeting the specifications and having the lowest possible cost consistent with the quality and service needed for effective use.  The following criteria will be used in making this determination:
		A.  Superior quality and specification adherence
		B.  Adequate maintenance and service
		C.  Delivery and/or completion time
		D.  Guarantees and warranties
		E.  Company’s reputation and financial status
		F.  Past experience and cost with similar or like equipment or service
		G.  Anticipated future cost and experience
	H.  Performance of proponent’s equipment by other agencies, plants, and firms Evaluation factors, if required, shall be stated in either a percent basis or a numerical format.

12.02	Contract Issuance.  The award of a contract is accomplished by executing a written agreement that incorporates the entire proposal, Offeror’s response, clarifications, addenda, and additions.  All such materials constitute the contract documents.  The Offeror agrees to accept the contract terms unless substantive changes are made without the approval of the Offeror.  The procurement office is the sole point of contact for the issuance of the contract.

12.03	Contract Timeline.  In the event the successful Offeror fails or refuses to execute a formal written contract with the City of Myrtle Beach in form and content acceptable to the City, within ten (10) City business days after notice of acceptance of the proposal, the proposal may be revoked, and all obligations of the City in connection with the proposal may be 	canceled.

12.04	Notification.  Proposal tabulations will be available on-line at 
www.cityofmyrtlebeach.com/purchasing.html. Winning Offeror will be notified five (5) City business days after proposal tabulations are posted.


13.0	OFFEROR RESPONSIBILITIES:

13.01	Duration of Proposal.  Proposal prices, terms and conditions shall be firm for a period of at least one hundred twenty (120) calendar days from the deadline for receipt of submittal, or until such time as established in the proposal.  The successful proposal shall not be subject to future price escalation or changes of terms if accepted during the one hundred twenty (120) day period, or the specified proposal time.  Price decreases or changes in terms by others after the acceptance of a proposal will not be considered.

13.02	Transfer of Responsibilities.  The contractor shall not assign or otherwise transfer any of 	its responsibilities or obligations under the contract to any other person or entity without 	prior written consent of the City.

13.03	Subcontractors.  The contractor shall be wholly responsible for the performance of all subcontractors and for their acts and omissions, and those of persons either directly or indirectly employed by the contractor, and the fact that subcontractors are subject to the approval of the City of Myrtle Beach shall not affect the contractor’s responsibility in this regard.  The Offeror shall bind every subcontractor to all terms and conditions anywhere 	contained in the contract documents as far as applicable to the work of such subcontractor so that the subcontractor assumes toward the contractor and toward the work all the obligations and responsibilities that the contract assumes toward the City as to the 
performance of the subcontractor’s portion of the work.

13.04	Coordination and Contact.  The selected Offeror will be required to assume responsibility for coordination, engineering, delivery, installation, and maintenance of all equipment, software and services offered in their proposal, whether they are the manufacturer or producer of them.  Further, the City of Myrtle Beach will consider the selected Offeror to be the sole point of contact with regard to contractual matters, including payment of any and all charges resulting from the lease or purchase of the entire service equipment and software configuration, when applicable.  Only service and equipment offered by Offerors who have installed similar systems of comparable size will be considered.  All service and equipment offered will be in current standard production and of the latest design.

[bookmark: wp1141229][bookmark: wp1141230]13.05	Liquidated Damages.  If the Offeror fails to deliver the supplies or perform the services within the time specified in the contract, the Offeror shall, in place of actual damages, pay to the City of Myrtle Beach liquidated damages of TWO HUNDRED AND 00/100 DOLLARS ($200.00) per calendar day of delay.  If the City terminates the contract, in whole or in part, the contractor is liable for liquidated damages accruing until the City reasonably obtains delivery or performance of similar supplies or services from an alternate offeror.  These liquidated damages are in addition to excess costs of repurchase due to contract termination.  The Offeror will not be charged with liquidated damages when the delay in delivery or performance is documented to be beyond the control and without the fault or negligence 
of the Offeror.

14.0	INDEMNITY CLAUSE:

14.01	Hold Harmless.  The contractor agrees to indemnify and save harmless the City of Myrtle 	Beach, its representatives, employees and agents, from all claims, demands, actions, suits and liabilities arising from the contractor’s own fault or negligence or through the negligence or fault of the manufacturer of goods supplied by the contractor.  This obligation shall extend to and include, all litigation costs and reasonable attorney fees incurred by the City in response to such claims, demands, actions or liabilities, provided it is ultimately determined that such claims result from the contractor’s or manufacturer’s fault or negligence.

15.0	FEDERAL AND STATE LAWS:

15.01	Employment Regulations.  Offerors shall comply with all local, state, and federal 
	directives, orders, and laws as applicable to this proposal and subsequent contract(s) 
including, but not limited to Equal Employment Opportunity (EEO), in compliance with executive Order 11246, Minority Business Enterprise (MBE), and Occupational Safety and Health Act (OSHA), as applicable to this contract and Immigration Bill H4400 which states that every contractor doing business with the City of Myrtle Beach for the physical performance of services with the total value of the contract to be performed in a twelve month period exceeding fifteen thousand dollars ($15,000.00) must agree to the following:
A. Register and participate in the federal work authorization program to verify the 
employment authorization of all new employees; and require agreement from
its sub-contractors to do the same; or
		B.  To employ only workers who:
1.  Possess a valid South Carolina Driver’s License or ID issued by the South Carolina Department of Motor Vehicles;
2.  Are eligible to obtain a South Carolina Driver’s License or ID card in 	that they meet the requirements.
3.  Possess a valid Driver’s License or ID card from another state where the requirements are at least as strict as those in South Carolina.
	
16.0	FINANCIAL ACCOUNTING:

16.01	Representation.  The selected Offeror shall assign a competent account representative 	acceptable to the City of Myrtle Beach who will represent the Offeror in providing contracted services to the City.  If the account representative is removed by the Offeror, the new representative must be acceptable to the City.

16.02	Payment.  Payments shall be made to the contractor within thirty (30) calendar days of receipt of invoice after inspection by and acceptance of the material, goods and/or service by an authorized representative of the City.

17.0	PROPOSAL REJECTION/WITHDRAWAL:

	17.01	Reasons for Rejection.  The City of Myrtle Beach may reject a proposal if:
A.  The Offeror misstates or conceals any material fact in the proposal; or if,
			B.  The proposal does not strictly conform to the law or requirements of the 
proposal; or if,
C. The proposal is conditional, except that the Offeror may qualify his/her
proposal for acceptance by the City on an “all or none” basis, or a “low item” basis.  An “all or none” basis proposal must include all items upon which proposals are invited.

17.02	Best Interest of City of Myrtle Beach.  The City may, however, reject all proposals whenever it is deemed in the best interest of the City to do so, and may reject any part of a proposal unless the proposal has been qualified as provided in statement.  The City may also waive any minor informalities or irregularities in any proposal.

17.03	Withdrawal Timeline.  Proposals may be withdrawn on a written request, received from Offerors prior to the proposal closing date and time.  Negligence on the part of the Offeror 	in preparing the proposal creates no right for withdrawal of the proposal after the proposal 	has been opened.  No modifications, clarifications, or explanations of any proposals will be allowed after the date and time of closing.

18.0	PROTESTS:

18.01	Procedures/Timelines.  Protest of Proposal Specifications and/or Contract Terms:
A. Specifications and contract terms shall be made available for inspection and 
copying.  Unless a different deadline is specified in the RFP, protests of the 
proposal specifications or contract terms shall be presented to the City in 
writing within five (5) City of Myrtle Beach business days prior to proposal 
closing.
B. Such protest or request for change shall include the reasons for protest or 
request, and any proposed changes to specifications or terms.
C. Envelopes containing protests of specifications shall be marked and mailed, or 
hand delivered within five (5) city of Myrtle Beach business days to the 
procurement buyer.
D. No protest against award because of the content of proposal specifications or 
contract terms shall be considered after the deadline established for submitting 
such protest in paragraph A above.
E. Submission of a proposal without the timely submission of protest of 
specifications or contract terms is deemed a waiver to the right to protest 
specifications or contract terms.
F. A decision by the procurement buyer shall be given in writing in each of such 
cases at least one (1) City of Myrtle Beach business day before the time set for 
the opening of proposals.  A copy of the decision may be obtained at the 
procurement manager’s office.
G. If, in the judgment of the procurement manager, the previously mentioned 
inquiry requires explanation or interpretation, any such explanation or 
interpretation of said plans, specifications, or other contract documents will be 
made by written addendum duly issued with copies mailed or delivered to each 
person or firm receiving a set of contract documents.

18.02	Procedures/Timelines.  Intent to Award:
A. The written purchase order shall constitute a final decision of the City of Myrtle Beach to award the contract if no written protest is filed with the City within five (5) City of Myrtle Beach business days of the posting of the proposal tab.  If a protest is timely filed, the purchase order is a final decision of the City only upon issuance of a written decision denying the protest and affirming the award.
B.  Purchasing buyer shall notify winning Offeror five (5) City days after proposal tab is posted on the City website.  It is the responsibility of the Offeror to check the website.  Any actual Offeror who is adversely affected or aggrieved by the award of the contract to another Offeror on the same solicitation shall have five (5) City business days after the posting of proposal tab to submit to the City a written protest of the award.  The written protest shall specify the grounds upon which the protest is based.  The City shall not entertain a protest 
submitted after the time period established in this rule or such different period as may be provided in the City’s request for proposals.
C.  Offerors must submit written protests of the intent to award to the procurement manager within five (5) business days.  The written protest must include name and contact information of the protestor, solicitation, title and number, the grounds upon which the protest is based, and relief expected.

19.0	CITY RESERVED RIGHTS:

19.01	Reserved Rights.  The City of Myrtle Beach expressly reserves the following rights:
			A.  To reject any and/or all irregularities in the proposals submitted
B.  To reject any and all proposals, or parts thereof, as deemed in the best interest of the City.
C.  To base awards due with regard on quality of services, experiences, compliance with specifications, and other such factors as may be necessary in the circumstances.
D.  To make the award to any Offeror who, in the opinion of senior management, 	is in the best interest of the City.
			E.  To make award based on negotiations conducted in accordance with this 
			solicitation or on the basis of a best and final offer by the Offeror.
F.  Only the evaluation factors specified in this solicitation may be used as a basis 	for award.

19.02	Final Judgment.  If any doubt or difference of opinion arises between the City of Myrtle 	Beach and the Offeror as to the interpretation of this request for proposal, the decision of the City will be final and binding upon all parties.

19.03	Clarification.  The City of Myrtle Beach reserves the right to obtain clarification on any 	point in the Offeror’s proposal. The failure of the Offeror to make additional information available could result in the rejection of the response.  Such clarification might involve the delivery of demonstration equipment to the City for evaluation purposes.  Such hardware 	will be provided at no cost to the City.  The City is not obliged to evaluate any or all products.

19.04	Price Increase.  The City of Myrtle Beach reserves the right to accept or reject any price increase(s) and to cancel any and all item(s) under the contract for which price increase(s) is/are considered unacceptable.  

19.05	Loss/Damage.  The City of Myrtle Beach will not be responsible for the loss or damage of any items during the RFP process.

19.06	Performance Failure.  In the event that the Offeror fails to perform any material 
obligations, the City of Myrtle Beach reserves the right to give the Offeror written cure notice of such failure.  The Offeror will then have five (5) calendar days to resolve the failure. If the failure is not resolved within five (5) calendar days, the City reserves the right to withhold all money that is due and payable to the Offeror.  Such a remedy is in addition to other remedies that might be available to the City. Moreover, the City reserves the right to terminate the contract if the Offeror exceeds the five (5) calendar days of non-performance without the approval of the purchasing manager.

19.07	Negotiation.  After determining the lowest responsive Offeror(s), but prior to the notice of award to any offeror, the City of Myrtle Beach may elect to open negotiations with the selected responsive and responsible Offeror(s) in an effort to improve the proposal for a period of five (5) days.  In these negotiations, the City may address scope of work, unit pricing, or any other contractual requirements fairly contained within the proposal documents.  In the event that the apparent responsive and responsible low Offeror(s) should decline to negotiate, or should negotiations commence but fail, the City shall reject all or all proposals.

20.0	ADA COMPLIANCE:

20.01	Contact Information.  Questions concerning the proposal requirements or specifications 	should be directed in writing to the procurement buyer shown on the front page of this proposal package.  If you need disability-related accommodations, please 	contact (843) 918-2170.

21.0	SIGNATURES:

21.01	Accuracy and Completeness.  The authorized signer of the proposal shall represent and warrant that they have been sufficiently informed in all matters relating to the specified products; that they have checked their proposal for errors and omissions; that the prices stated in their proposal are correct and as intended are a complete and correct statement of prices.

21.02	Compliance.  By Signature below the Offeror affirms that they have examined, 
understands and accepts all instructions, specifications and conditions, and will provide for appropriate insurance, deposits, and performance bonds if required, and will comply fully with specifications as attached for the agreed contract, especially where materials and work are involved, and that any and all registration requirements where required for Offerors as 	set forth in law are met.



______________________________________________________________________________
Signature of Offeror								Date of Signing

______________________________________________________________________________
Print Name of Offeror 

If more convenient, tabulations are available for pick-up after final award. No proposal tabulations will be faxed.

























Request for Proposals
Janitorial Services – City Hall/Annex

MANDATORY ON SITE VISIT
Mandatory Pre-Proposal Meeting:  May 1, 2019 @ 10:00AM – City Hall, Myrtle Beach, SC 29577

INTENT	
It is the intent of this Request for Proposal (RFP) to establish a term contract for Commercial Cleaning Services to be performed at City Hall and City Hall Annex.

Separate departments are located on each floor of each building, and for proposal purposes, each department will be treated as a separate building. 

The successful Contractor shall have the finances, facilities, equipment, employees and experience sufficient to perform the work required under this contract. The Contractor shall employ competent employees who have been thoroughly screened for criminal backgrounds and are of good character and temperament.

The successful Contractor shall provide all materials, supplies, equipment, labor, supervision, transportation and all other things necessary to perform the work required under the contract.

SCOPE OF WORK
A high quality level in both appearance and cleanliness throughout each building to be covered under the contract must be maintained at all times. To achieve these results, cleaning shall consist of daily surface cleaning and periodic deep cleaning.

Included elsewhere in these proposal documents are the cleaning requirements for each building and at what frequency each cleaning task is to be performed. The cleaning requirements specified shall establish the minimum acceptable standards for the cleanliness of each building. Days and frequency specified for the completion of each cleaning task may be changed when mutually agreed upon by the City and Contractor.

Cleaning days and hours may vary with each building based on the needs of each department and the hours of operation. The cleaning days and hours specified may be changed when mutually agreed upon by the City and Contractor. 

The Contractor will not be responsible for cleaning of the following under this contract:

1. Computer equipment
2. Mechanical rooms or boiler rooms
3. Rooms/buildings used/rented out for special events – Cleaning after special events shall be at additional cost for the cleaning service plus the cost for any additional paper products used during the event. The cost for the cleaning service shall be negotiated between the City and Contractor prior to the actual cleaning being performed and the cost for any additional paper products used shall be invoiced upon completion of the event.

The successful Contractor shall accept responsibility for each building specified in this proposal in “as is” condition and, if needed, must bring the cleanliness level of each building up to the specification standards and then continually maintain each building according to the specifications. 

MANDATORY SITE VISITS
At no cost to the City, Proposer must schedule a site visit to each building to be covered under the contract and conduct an inspection of each department within each building to ensure that Proposer fully understands the work involved and condition of each building to be maintained.

Site visits may be scheduled by contacting the City representative listed for each department within each building. 

It shall be the responsibility of Proposer to make all examinations and investigations necessary to thoroughly inform themselves regarding the work to be performed as required by the conditions set forth in this proposal and to obtain any/all additional information needed, such as square footage, to accurately determine staffing level and labor hours required to satisfactorily perform the required work.

No plea of ignorance by Proposer of conditions that exist or that may hereafter exist as a result of failure or omission on the part of Proposer to make the necessary examinations and investigations or failure to fulfill in every detail the requirements of the contract will be accepted as a basis for varying the requirements of the City or for compensation. 

Upon completion of each site visit, Proposer shall have the applicable City representative sign the Site Visit Certification Statement at the bottom of the proposal page included herein, titled Proposal and Signature Document, stating that Proposer did perform the required site visit. 

Failure to perform the required site visits and/or failure to have each City representative sign the aforementioned Site Visit Certification Statement may be cause to reject the proposal.

SPECIAL CONTRACTOR REQUIREMENTS
Service Call Telephone Number
The Contractor must maintain at all times during the term of the contract, and shall upon award of the contract furnish to each designated City representative, a telephone number that can be reached for call back service due to unsatisfactory performance and requests for emergency/non-emergency service(s) to be performed that are not covered under the contract, i.e. water extraction caused by leaking roof/windows. 

Cost to perform emergency/non-emergency service(s) not covered under the contract shall be negotiated between the City and Contractor at the time the service(s) is/are requested.

The Contractor shall be responsible for notifying the City any time the service call number is changed, out of order or disconnected.

Attire
All contractor employees shall wear company uniforms or other appropriate attire while performing the work required under this contract. Shirts and shoes must be worn at all times while performing work for the City.



Supervision by Contractor
The Contractor shall be solely responsible for the means, methods, techniques, sequences, safety program and procedures used to perform the required work.

The Contractor shall personally supervise and direct all work or shall employ and maintain at each work site a qualified and experienced supervisor or crew leader to supervise and direct all work and who shall have full authority to act on behalf of the Contractor and all communications given to the supervisor/crew leader by an authorized City representative shall be as binding as if given to the Contractor.

The Contractor shall monitor the conduct of all contractor employees at all times while on City premises. The Contractor shall ensure that all contractor employees are informed of the following requirements and ensure these requirements are adhered to at all times.

1. Smoking is not permitted on City property at any time.
2. Only contractor employee(s) assigned and scheduled to clean the specified building(s) will be allowed in the building(s) during the cleaning process. Contractor employee(s) shall not bring family, friends, acquaintances or visitors into the building(s) at any time.
3. Contractor employee(s) shall not enter into any area that is not covered under these specifications.
4. No cleaning materials, supplies, equipment, food, drinks, etc. shall be placed on top of computer equipment.
5. Papers left on desktops, tables, file cabinets, etc., are not to be disturbed nor are desk drawers/file cabinet drawers, cabinets, etc. to be opened by contractor employee(s).
6. No property/equipment in the building(s) including, but not limited to, computer equipment, typewriters, calculators, copy machines, fax machines, radios or appliances shall be used by contractor employee(s). Telephones may be used only in the case of bona fide emergencies.
7. Contractor employee(s) shall not remove from or eat or drink food/beverages in refrigerators, cabinets, lockers, desks, etc. Purchasing of food/beverages from vending machines will be allowed.

The Contractor shall notify the appropriate City representative of any problem(s) encountered or observed while cleaning that requires the City’s attention, i.e. electrical, mechanical and plumbing problems, loose fixtures, etc. 

Damage or breakage done by contractor employee(s) shall be reported immediately to the appropriate City representative.

Lost and found items discovered during the cleaning process shall be put in designated “Lost and Found” container(s) (when applicable) or turned in to the appropriate City representative.

Building Security
The Contractor shall ensure that all contractor employees fully understand the importance of maintaining building security at all times. 




The management staff of each building will determine whether or not keys will be provided to access the building. When keys are provided, keys must be accounted for at all times. Lost keys shall be reported to the City immediately upon discovery and under no circumstances, unless authorized by the City, shall duplicate keys be made by anyone other than City staff. In the event of contract termination or upon completion of the contract, all monies due the Contractor shall be withheld until the Contractor has returned all keys issued by the City. If the Contractor is unable to produce any key issued by the City, the Contractor shall assume full financial responsibility for changing the affected lock(s) and providing new key(s) for the lock(s). 

When installed and applicable, Contractor employee(s) will be responsible for disarming security alarm(s) while cleaning is in progress and ensuring that alarm(s) is/are properly armed upon completion of cleaning and exiting of the premises.

Should contractor employee(s) discover open/unlocked exterior door(s)/window(s) during the cleaning process, the contractor employee(s) shall close and lock the door(s)/window(s) and report the incident to their company supervisor, who shall in turn, notify the appropriate City representative.

Prior to exiting the building upon completion of work, contractor employee(s) shall ensure that all lights are turned off with the exception of main hallway lights, outside security lights and other lights as designated by the City.

Contractor employee(s) shall double check all exterior doors to ensure that doors are closed, locked and secure upon exiting the premises. 

Materials and Supplies
The City has a green product preference for cleaning supplies and products which shall be used by the Contractor whenever possible in the performance of this contract.

Products used will be continuously monitored by the City and the City will reserve the right to reject any product(s) it feels could be harmful to persons or property.

Contractor owned materials and supplies shall be labeled to identify ownership and contractor employee(s) shall use only contractor owned materials/supplies. 

Contractor employee(s) shall continually monitor the supply inventory and shall distribute/replenish stock daily in all buildings.

The Contractor shall furnish all materials and supplies for the required work, including but not limited to: 

1. Paper products used in restroom dispensers for occupant use (paper towels and toilet tissue) ***
2. Soaps used in restroom dispensers for occupant use – Liquid soap not bar soap shall be used ***
3. Plastic trash bags and trash can liners of the appropriate size and strength for each container
4. Paper products used in the cleaning process
5. Soaps, detergents and all other cleaning products used on floors, carpets, walls, furniture, fixtures, mirrors, glass, tile and other applicable surfaces
6. Disinfectants, germicides and fungicides – Must include products specifically designed to render surfaces that people come into contact with (such as water fountains, countertops, sinks, toilets and urinals) free from germs/bacteria that may be injurious to a person’s health. Masking deodorants shall not be used in lieu of disinfectants, germicides and fungicides.
7. A variety of stain removers for carpets and upholstery
8. Rubber gloves, rags, cloths, sponges, brushes (i.e. carpet/upholstery brushes, toilet/urinal brushes), dusters, wet mops, dust mops, brooms, dustpans, mop buckets, buffing pads, etc.
 
	***
	Only products designed to fit existing dispensers shall be used. The quality of paper products used must be such that the dispensers operate properly without the paper jamming in the dispensers or ripping and tearing into small pieces when being pulled from the dispensers.

Also, paper towels too small for dispensers will be considered unacceptable due to unnecessary waste being made by allowing an excess number of towels to be easily pulled from the dispenser or dropping from the dispenser when towel level is low.



Equipment Requirements
The Contractor shall furnish all equipment required to perform the specified work. All equipment shall be labeled to identify ownership and contractor employee(s) shall use only contractor owned equipment. All contractor owned equipment shall be clean and in good repair at all times. 

Equipment to be furnished shall include, but is not limited to, the following:

1. Carpet cleaning equipment and floor scrubbing and buffing machines. 
2. Vacuum cleaners and vacuum bags. Vacuum cleaners shall be equipped with roller brushes and shall be capable of moving at least 150 cubic feet of air per minute. Vacuum cleaner bags shall be changed on a regular basis. 
3. Signs indicating “Caution Wet Floor” or other kinds of signs/barricades, when applicable, indicating caution must be used in traffic areas. Signs must be large enough for the public to read and shall be located within the work area in such a way as to prohibit traffic or imply caution within an area when passing.

All floor cleaning equipment shall have buffer pads to prevent damage to furniture and baseboards.

Storage
When available, a small designated storage area will be provided for contractor owned materials, supplies and equipment that are used on a daily basis. Equipment such as carpet cleaning equipment and floor scrubbing/buffing machines that are not used on a daily basis must be stored at the Contractor’s facility and brought on-site when needed. The Contractor shall not use any building space other than the designated storage area. At no time shall contractor owned materials, supplies and/or equipment block breaker boxes, fire alarm access panels, utility sinks, etc. The City shall have the right to request that contractor owned materials, supplies and/or equipment stored on City property be increased and/or decreased as the need arises.

It shall be the responsibility of the Contractor to ensure that the designated storage area is clean and well organized at all times. Cleaning materials, supplies and equipment shall be cleaned after each use and stored properly, (i.e. dirty mop water, dirty mop heads, dirty rags, dirty sponges, etc. shall not be placed in storage area). Cleaning materials such as brooms, mop heads, rags, sponges, etc. shall be replaced periodically to ensure effective cleaning.

Damage Prevention
No materials, supplies or equipment shall be used that are/could be injurious or damaging to the surface(s) to which they are applied or exposed. The Contractor shall be responsible for restoring/replacing any damage done to City facilities, equipment, furniture, countertops, floor covering, etc. due to negligence on the part of the Contractor.

Cleaning Products

1. Cleaning products shall be properly labeled
2. Cleaning products shall be no stronger than necessary
3. Cleaning products shall be applied only long enough to loosen dirt
4. Cleaning products shall be rinsed from surfaces with clear water
5. Cleaning products shall not be spilled on surfaces that are not to be cleaned
6. Scouring powders, steel wool and other abrasives shall be used only when absolutely necessary. Abrasives must not be used on glass, mirrors, tiles or any other special type surface, such as laminate flooring
7. Only commercial grade, heavy duty, high traffic, skid resistant floor finish shall be used.

Waste Disposal
Daily waste shall be put in contractor furnished trash bags and disposed of in existing dumpsters/pelican containers. Waste shall not be placed in recycle bins unless the waste is appropriate for the bin.

Inspections/Unsatisfactory Performance
The City shall perform daily inspections and shall be the sole judge in determining compliance with the specifications. Should the City consider the level of service unsatisfactory at any time during the term of this contract, the City will immediately contact the Contractor, and unless the City agrees otherwise, the Contractor shall have no more than twenty-four (24) hours after receiving notification of the City’s dissatisfaction to take whatever action is necessary to resolve the deficiency(s). 

Should the Contractor neglect or refuse to remedy the deficiency(s) within the allotted time, the City shall use its resources to gain compliance with the specifications and will deduct the expense from the next monthly/biweekly payment to the Contractor.

Repeated reports of dissatisfaction with the cleaning service will result in termination of the contract.

Compensation
The City shall pay the successful Contractor on a monthly basis or, if the Contractor prefers, on a biweekly (twice a month) basis upon satisfactory completion and acceptance of the required work and upon receipt, by the City, of a monthly or biweekly invoice for the completed work.

Work performed for each department within each building must be invoiced separately and no invoice shall be submitted for payment prior to work being performed.

Invoices shall include the blanket purchase order number, service location, service dates, description of work and cost for the work.

Invoices shall be submitted for payment to:   

City of Myrtle Beach
Attn: Accounts Payable
PO Box 2468
Myrtle Beach, SC 29578-2468

ADDITIONAL CONTRACTOR REQUIREMENTS
Janitorial Service Bond
Upon award of the contract, the successful Contractor shall have or must obtain a Janitorial Service Bond with minimum coverage being one hundred thousand and 00/100 dollars ($100,000.00) for each employee of the Contractor.

 Bond payment shall be the responsibility of the Contractor and proof of bond coverage shall be submitted to the City within five (5) working days after award of the contract. 

The Janitorial Service Bond required is in addition to the insurance required under item 2 on the proposal page provided herein titled “Additional Terms and Conditions”.

Should theft of City property be reported during the term of this contract in which contractor employee involvement is suspected, the contractor employee(s) may be required to take a polygraph test at the expense of the Contractor unless the test results are in favor of the contractor employee(s), in which case, the City shall be responsible for payment of the test(s).

Material Safety Data Sheets (MSDS)
The Contractor must acquire and maintain up-to-date Material Safety Data Sheets (MSDS) for all applicable products used by the Contractor on City premises while performing the work required under this contract.

The City shall have the right to, at any time during the term of the contract, request and receive a copy of any, or all, applicable MSDS sheets. Requested MSDS sheet(s) shall be provided at no charge to the City.

The City shall reserve the right to reject any product(s) it feels could be harmful to persons or property.

Licenses, Registrations, Certifications, Permits and Applicable Fees and Taxes
The successful Contractor must possess, and keep current and valid at all times during the term of the contract, all applicable licenses, registrations, certifications and permits required to perform the specified work. 

The Contractor shall bear the cost of securing all required licenses, registrations, certifications and permits and for the payment of all applicable fees and/or taxes required to perform the work required under this contract. 

No license, registration, certification or permit shall be applied for in the name of, or on behalf of, the City of Myrtle Beach.

During the term of the contract, should any applicable contractor license, registration, certification or permit be suspended or revoked, notice must be given to the City within one (1) working day of the suspension or revocation.

The City shall reserve the right to, at any time during the term of the contract, request copies of all applicable licenses, registrations, certifications, permits and/or receipts or other suitable documentation showing fees and taxes paid.

Statutes, Regulations, Standards, Codes and Ordinances
In addition to those referenced elsewhere in these proposal documents, the Contractor shall comply with all other applicable federal, state, county, municipal and local statutes, regulations, standards, codes and ordinances at all times while performing the work required under the contract. The latest edition(s), or when applicable, edition(s) as adopted by the local authority having jurisdiction shall apply.

No plea of ignorance on the part of the Contractor shall, in any way, relieve the Contractor from responsibility for compliance with said statutes, regulations, standards, codes and ordinances.

STAFFING LEVELS AND LABOR HOURS
Through past experience, the City recognizes that the work specified in this proposal requires certain staffing levels and labor hours be provided in order to maintain satisfactory job performance and staffing levels and labor hours to be provided will be an evaluation factor in determining award of the contract.

Where indicated on the proposal page included herein titled, Proposal Prices, in addition to the proposed contract price, Proposer must enter the staffing level and number of labor hours that they intend to provide daily to complete the specified work. 

If after award of the contract, it is determined that the staffing level and labor hours being provided  are inadequate to perform the required work, the Contractor must then increase the staffing level and labor hours to an amount sufficient to provide satisfactory service or the contract will be terminated.

CONTRACT AWARD
The City reserves the right to award the contract in whole or in part and award will be made in the best interest of the City.

Award shall be made to the responsible Proposer(s) meeting the proposal requirements and having the lowest possible cost consistent with the quality and services needed for the performance of the work. The following criteria and percentages will be used in making this determination:

TERM OF CONTRACT
The term of the contract shall be for a period of one (1) year with an option to renew for four (4) additional one (1) year periods.  

Award will be based solely on the original term of the contract and, upon successful completion of the contract term, renewal of the contract may be considered provided both parties agree, the terms and conditions remain the same and renewal is in the best interest of the City. 
Should the contract be renewed, the renewal shall be documented by contract and/or purchase order. 

CONTRACT PRICE
The contract price shall be the total monthly cost to perform the specified work for each department within each building.

All applicable costs including, but not limited to, materials, supplies (including paper products for restrooms, soap for restrooms, trash bags and trash can liners), cleaning supplies, equipment, labor, supervision and transportation required to perform the specified work must be included in the  contract prices.

PRICE INCREASES
The contract prices shall remain firm for the entire term of the contract. Should the contract be renewed for additional term(s), price increases will be considered, if needed, at the beginning of each renewal term, however, any price increase requested may not exceed the percentage of increase established as a result of this proposal for each renewal term.

CHANGES IN SERVICE
During the term of the contract, the City shall have the right to order additions to, deletions from or corrections, alterations and modifications to the contract. 

Changes involving an increase or decrease in the amount of work to be performed, cost of the work, time permitted for the work or inconsistencies with the proposal specifications shall be authorized when mutually agreed upon by the City and Contractor. Such changes shall in no way affect, vitiate or make void this agreement or any part thereof, except that which is necessarily affected by such changes.

In any case of neglect or refusal by the Contractor to perform any extra work authorized by the City or to make satisfactory progress in the execution of the same, the City may employ any person or persons to perform such work and the Contractor shall in no way interfere with the person or persons so employed.

TERMINATION OF CONTRACT
At any time during the term of the contract, either party shall have the right to terminate the contract by providing to the other party written notice a minimum of thirty (30) days prior to the termination date. 

CRIMINAL HISTORY and DRIVER’S RECORD CHECK
The successful bidder shall provide a copy of the employee’s driver’s license or work permit and a copy of their Criminal History and Driver’s Record Check documentation for employee prior to performing any work within the Facility. Each employee of the Vender shall have had a criminal background check. 
The City reserves the right to require immediate removal of any employee under healthcare janitorial employment if they deem them unfit for service for any reason not contrary to law. 

Background Checks 
The CONTRACTOR shall conduct all criminal history and background checks required by law, and this Proposal.   
The CONTRACTOR shall maintain records of information it gathers and receives on Covered Personnel checked pursuant to this Section. The applicable laws and CITY policies are updated periodically, and the CONTRACTOR shall comply with those current as of the time the Procurement Office executes the Contract, adds Covered Personnel, renews the Contract, or reaches the anniversary date of commencement of a multi-year agreement. Upon request, the CITY will furnish the CONTRACTORS with information on updates and any changes in CITY policy or procedure. The current CITY procedure requires the CONTRACTOR to conduct the following checks:
 
(1) Verify the identity of all individuals subject to criminal and background checks by viewing a current government issued picture I.D;
(2) Conduct Criminal History, Background and Driver’s Record Check for the past ten (10) years on all prime employees and subcontract employees;
(3) The CONTRACTOR shall be required to immediately notify the Procurement Office of any information about all covered personnel and subcontractors that would have been revealed by the checks of any complaints, charges and/or any convictions or arrests. The required checks must be performed and dated prior to contract award and if applicable, prior to award of each renewal period. If not submitted, the CITY has the right to terminate the contract for default.
(4) The CONTRACTOR warrants they are supplying employees who have passed a background check(s) and shall only assign employees who have passed a criminal background check to perform work under this contract. 
(5) The CONTRACTOR agrees to defend, indemnify and hold harmless any employee working for the CITY for any claims, suits or proceedings alleging a breach of this warranty and the CONTRACTOR shall be fully responsible for complying with this provision of the contract.
(6) The background checks must demonstrate the worker has no convictions or pending criminal charges prior to 30 days of contract performance start date that would render the worker unsuitable for regular contact with CITY.  
(7) Disqualifying convictions or charges include, but are not limited to: sexual offenses, violent offenses, and drug offenses. 
(8) The CONTRACTOR warrants that the CONTRACTOR and its subcontractors, if any, shall obtain and maintain all required criminal history and background checks on all current employees working under this contract.  Failure to do so may be deemed a material breach of this Contract and grounds for immediate termination and denial of further work. 
(9) The CONTRACTOR warrants that it has no current, pending or outstanding criminal, civil, or enforcement actions initiated by any law enforcement entity or Federal, State, County or City municipalities.  
(10) If the CITY Procurement Office determines that any breach of this Contract by the CONTRACTOR endangers the life, health, or safety of any person, or if theft is involved, the Procurement Office shall terminate this Contract by orally notifying the CONTRACTOR of the termination, followed by the mailing of written notification thereof within three (3) business days. Termination pursuant to this paragraph shall become effective at the time of the oral notification.
(11) In the event a criminal history or background check required herein produces any record concerning the subject of a check that would be grounds for denial of his/her ability to provide services and/or perform activities pursuant to this Contract and the Provider chooses to retain such employee or volunteer, that decision shall be considered a material breach of this Contract. 
(12) The CONTRACTOR will be responsible for payment of all fees required to be paid for conducting any Criminal History and Background Checks.
The CONTRACTOR certifies that employees will be instructed to be professional and courteous in all of their dealings with the CITY employees, as well as any other customers, CONTRACTORS or individuals with whom the CONTRACTOR comes in contact as a result of this Contract or in the course of providing goods or services hereunder. If the CITY, in its sole discretion, reasonably believes that a contract employee, agent or subcontractor assigned to this contract has engaged in conduct inconsistent with the requirements of this contract, then the CITY may so notify the CONTRACTOR to promptly terminate or reassign said employee, agent or subcontractor.    
If the CITY’S Procurement Office becomes dissatisfied with the work performance of or the working relationship with those individuals assigned to provide any of the services pursuant to this Contract, the Procurement Office may request in writing the replacement of any or all such individuals, and the CONTRACTOR shall grant such request. 

EVALUATION CRITERIA

	To simplify the review process and to obtain the maximum degree of comparability, the proposal must follow the outline described below and, at a minimum, contain the required information.  Respondents are encouraged to include additional relevant information.  

	1.)	Qualifications and Experience (40%)

		Profile of your firm history, organization, number of employees, type of ownership, office locations
		Resumes of supervisors for this project
		Bonding and insurance capacities
· 	Provide a list of references requiring similar scope of work.  Include contact name, phone number, and a summary of the services provided

	2.)  Approach (30%)

		Detail your plan of approach and schedule.  Include staffing requirements by location, length of time at site, equipment, supplies, training, quality control, etc.
		Discuss how problems are resolved.
		List any potential problem issues.

	3.)  Fee Schedule (30%)

           	Submit Price Schedule for location.  

BUILDING LOCATIONS, CLEANING DAYS, CLEANING HOURS AND CITY BUILDING REPRESENTATIVES

Building location, cleaning day(s), cleaning hours, areas to be cleaned and the City representative for each department within each building are as follows:

CITY HALL 
937 Broadway

1ST FLOOR - Planning 
City Representative: Pat Maldoven - 843-918-1081

2ND FLOOR – City Manager Offices 
City Representative: Lindsey Haring – 843-918-1012
 
Cleaning Days and Hours: Monday through Friday - After 6:00 PM 
                                           
Entryways, Foyers, Hallways, Stairwells, Lobby/Reception Areas, Offices, Cubicles, Conference Rooms, Classrooms, Kitchens/Breakrooms, Restrooms and Exterior Entrances and Exits

The following is excluded from the contract: 
2nd Floor – Computer server on cabinet in copy room – DO NOT TOUCH OR CLEAN 
 
CITY HALL ANNEX 
605 10th Avenue North
 
1ST FLOOR - Housing Authority and SCORE Offices 
City Representative: Sharon Forrest - 843-918-1527 
 
Cleaning Days and Hours: Monday through Friday - After 6:00 PM

Entryways, Foyers, Hallways, Stairwells, Lobby/Reception Areas, Offices, Cubicles, Conference Rooms, Classrooms, Kitchens/Breakrooms, Restrooms and Exterior Entrances and Exits

2ND FLOOR
City Representative: Pat Maldoven – 843-918-1081 

Cleaning Day and Hours: Friday - After 6:00 PM

Two (2) Offices and Restroom










	CLEANING REQUIREMENTS
INTERIOR – ALL BUILDINGS
(As applicable)

Excludes Kitchens/Break Rooms and Restrooms

	DOES YOUR
COMPANY AGREE TO THE
FOLLOWING

(CHECK AS APPLICABLE)

	FREQUENCY
	DESCRIPTION
	YES
	  NO

	
	
	
	

	DAILY
	Clean inside and outside of all glass in all entry, exit and interior doors with glass cleaner and wipe free of fingerprints, smudges, streaks, etc. Wipe all metal doorframes and door hardware free of fingerprints, smudges, streaks, etc.

Clean mirrors with glass cleaner as needed and wipe free of fingerprints, smudges, streaks, etc.

Clean, disinfect and dry buff all drinking fountains. Stainless steel shall be cleaned with stainless steel cleaner.

Wipe light switch cover plates free of fingerprints, smudges, streaks, etc., as needed.

Remove cobwebs found in any room.

	
	

	DAILY
	Clean all visible areas of furniture including desks, tables, conference tables, bookcases, file cabinets, etc. and wipe free of dust, beverage rings, fingerprints, smudges, streaks, etc.

Polish wood furniture as needed. Furniture polish is not to be used on conference tables.

Paperwork left on desktops, tables, file cabinets, etc. is not to be disturbed or moved during the cleaning process. 

	
	

	DAILY
	Empty all trash containers. Replace soiled can liners daily. Non-soiled liners may be replaced as needed, but not less than once a week. When replacing liners, use appropriate size liners and tie off liners to prevent them from falling down into containers. Clean, disinfect and wipe dry soiled containers as needed.

Remove and discard all trash from floors – No boxes or shipping cartons shall be removed or assumed to be trash unless properly identified.

	
	












	
CLEANING REQUIREMENTS
INTERIOR – ALL BUILDINGS
(As Applicable)
Continued

	DOES YOUR
COMPANY AGREE TO THE
FOLLOWING

(CHECK AS APPLICABLE)

	FREQUENCY
	DESCRIPTION
	YES
	  NO

	
DAILY
	
Discard all trash and trash bags appropriately in outside dumpsters/pelican containers.

NOTE: No trash shall be disposed of in recycling containers unless the trash has been separated and is appropriate for the recycling container.

	
	

	DAILY
	Vacuum all carpeted areas to include carpet runners and mats. Vacuum along all edges, in all corners, behind doors, under desks, tables, chairs, trash containers, etc. Care shall be taken not to bump, dent, scratch or damage furniture when vacuuming. 

Spot clean carpets as needed to remove spills such as coffee, tea, soft drinks and tracked in mud, grease, tar, etc.

	
	

	DAILY
	Sweep/dust mop all hard surface floors. Sweep/dust mop along all edges, in all corners, behind doors, under desks, tables, chairs, trash containers, etc.

Spot clean floors with clean damp mop as needed to remove dirt, spills, etc. 

	
	

	BIWEEKLY
Wednesday & Friday
	Wet mop with clean water, disinfectant floor cleaner and clean mop entire area of all vinyl/ceramic tile floors. Mop along all edges, in all corners, behind doors, under desks, tables, chairs, trash containers, etc.

	
	

	WEEKLY
Monday
	Wipe all vinyl furniture free of dust and vacuum all upholstered furniture. Wipe all chair frames/legs free of dust/dirt buildup.

Spot clean upholstery as needed.

NOTE: Complete upholstery cleaning is not covered under this contract.

	
	

	MONTHLY
First Friday of month
	Dust all pictures and picture frames. Clean picture glass with glass cleaner and wipe free of fingerprints, smudges, streaks, etc.

Dust all table lamps internally and externally.

Dust both vertically and horizontally all dividers and partitions. Spot clean as needed.

Wipe ceiling fan motors and blades free of dust.

Dust all window blinds and window ledges.
	
	



SPECIFICATIONS continued

	

CLEANING REQUIREMENTS
INTERIOR – ALL BUILDINGS
(As Applicable)
Continued

	DOES YOUR
COMPANY AGREE TO THE
FOLLOWING

(CHECK AS APPLICABLE)

	FREQUENCY
	DESCRIPTION
	YES
	  NO

	
MONTHLY
Last Friday of month
	
Wipe all chair railing, window ledges and baseboards free of dust and dirt. 

Spot clean wall surfaces, woodwork and doors. Clean door kick plates with appropriate cleaner. Dust and wipe all doorframes and door hardware free of fingerprints, smudges, streaks, etc.

Dust/vacuum all HVAC supply and return vents within eight and one half (8 1/2) feet from the floor free of dust and dirt.

Spray buff all vinyl tile floors.

	
	

	QUARTERLY
1ST week of January, April, July and October

	Strip, wax and buff all vinyl tile floors. A minimum three (3) coats of commercial grade, heavy-duty high traffic, skid resistant floor finish is to be used. Wipe up all puddles and wax residue including any left in corners and/or on baseboards, furniture, doors and non-wax floors.

NOTE: Contractor shall be responsible for moving trashcans, tables, chairs, mats, rugs and small pieces of furniture that can be easily moved by one (1) to two (2) people. Building occupants shall be responsible for moving large pieces of furniture that they wish moved prior to the work being performed, such as desks, bookcases, cabinets, file cabinets, etc.

Contractor shall schedule the date and time with the appropriate City representative to allow building occupants ample time to move large furniture pieces that they wish moved prior to the work being performed.

	
	

	SEMIANNUAL
Last week of July and  December
	Shampoo all carpets. Shampoo carpets preferably during weekends/holidays so that carpets will have ample time to dry with minimal traffic. 

NOTE: Contractor shall be responsible for moving trashcans, tables, chairs, mats, rugs and other small pieces of furniture that can be easily moved by one (1) to two (2) people. Building occupants shall be responsible for moving large pieces of furniture that they wish moved prior to the work being performed, such as desks, bookcases, cabinets, file cabinets, etc.

Contractor shall schedule the date and time with the appropriate City representative to allow building occupants ample time to move large furniture pieces that they wish moved prior to the work being performed.
	
	



SPECIFICATIONS continued

	
CLEANING REQUIREMENTS
KITCHENS/BREAKROOMS-ALL BUILDINGS
(As Applicable)
	DOES YOUR
COMPANY AGREE TO THE
FOLLOWING

(CHECK AS APPLICABLE)

	FREQUENCY
	DESCRIPTION
	YES
	  NO

	
DAILY

	
Clean both horizontal and vertical surfaces of all tables and chairs and wipe free of food/drink splatters, fingerprints, smudges, streaks, etc. 

Wipe exterior of coffee machines, microwaves, toaster ovens and other small appliances with damp cloth and dry free of water spots, fingerprints, smudges, streaks, etc.

Wipe exterior of dishwashers, refrigerators, stoves and vent hoods with damp cloth and dry free of water spots, fingerprints, smudges, streaks, etc.
 
Clean, disinfect and wipe dry all sinks and countertops. Clean, disinfect and shine fixtures.

Spot clean exterior of cabinets.  Wipe light switch cover plates free of fingerprints, smudges, streaks, etc. as needed.

Remove any cobwebs found in any room.

	
	

	DAILY


	Empty all trash containers. Replace used can liners with appropriate size liners and tie off liners to prevent them from falling down into containers. Clean, disinfect and wipe dry soiled containers as needed.

	
	

	DAILY

	Sweep/dust mop all hard surface floors. 

Wet mop with clean water, disinfectant cleaner and clean mop entire area of all vinyl/ceramic tile floors.

Sweep/dust mop and wet mop along all edges, in all corners, behind doors, under tables, chairs, trash containers, etc.

	
	

	MONTHLY
Last Friday of month
	Wipe entire exterior of all cabinets free from fingerprints, smudges, streaks, etc.

Spot clean wall surfaces, woodwork and doors. Clean door kick plates with appropriate cleaner. Dust and wipe all doorframes and door hardware free of fingerprints, smudges, streaks, etc.

Dust/vacuum all HVAC supply & return vents within eight and one half (8 1/2) feet from the floor free of dust and dirt.

Wipe all baseboards free of dust and dirt. 

Spray buff all vinyl tile floors
	
	




SPECIFICATIONS continued

	

CLEANING REQUIREMENTS
KITCHENS/BREAKROOMS - ALL BUILDINGS
(As Applicable)
Continued
	DOES YOUR
COMPANY AGREE TO THE
FOLLOWING

(CHECK AS APPLICABLE)

	FREQUENCY
	DESCRIPTION
	YES
	  NO

	
QUARTERLY
1ST week of January, April, July and October

	
Strip, wax and buff all vinyl tile floors. A minimum three (3) coats of commercial grade, heavy duty, high traffic, skid resistant floor finish is to be used. Wipe up all puddles and wax residue including any left in corners and/or on baseboards, furniture, doors and non-wax floors. 

NOTE: Contractor shall be responsible for moving trashcans, tables, chairs, mats, rugs and other small pieces of furniture that can be easily moved by one (1) to two (2) people. Building occupants shall be responsible for moving large pieces of furniture/appliances that they wish moved prior to the work being performed.
	
	





	

CLEANING REQUIREMENTS
RESTROOMS  - ALL BUILDINGS
(As Applicable)

	DOES YOUR
COMPANY AGREE TO THE
FOLLOWING

(CHECK AS APPLICABLE)

	FREQUENCY
	DESCRIPTION
	YES
	  NO

	
DAILY

















	
Adequately stock/replenish all paper products and liquid soap dispensers. Paper towels shall not be packed so tightly in dispensers that towels cannot be easily dispensed without tearing.

Clean, disinfect and wipe dry all sink basins and countertops.  Clean exterior of cabinets as needed. 

Clean, disinfect and shine all fixtures including faucets, safety grab bars,  toilet paper dispensers, paper towel dispensers, soap dispensers and sanitary napkin dispensers. 

Clean entire surface of mirrors with glass cleaner and wipe free of fingerprints, smudges, streaks, etc. 

Clean and disinfect all toilets and urinals to include lids, bowls and exterior surfaces. Wipe dry lids and exterior surfaces.

Clean inside and outside of all stall partition walls and doors. Stainless steel surfaces shall be cleaned with stainless steel cleaner. Remove any graffiti.

Clean all tiled wall surfaces as needed. Spot clean all other wall surfaces. Wipe light switch cover plates free of fingerprints, smudges, streaks, etc. as needed.
	
	



SPECIFICATIONS continued

	

CLEANING REQUIREMENTS
RESTROOMS - ALL BUILDINGS
(As Applicable)
Continued

	DOES YOUR
COMPANY AGREE TO THE
FOLLOWING

(CHECK AS APPLICABLE)

	FREQUENCY
	DESCRIPTION
	YES
	  NO

	
DAILY

	
Wipe all exposed plumbing pipes and clean baseboards as needed

Remove cobwebs found in any room.

	
	

	DAILY
	Empty all trash containers and sanitary napkin disposal containers. Replace used can liners with appropriate size liners and tie off liners to prevent them from falling down into containers.  Clean, disinfect and wipe dry soiled trash containers as needed.

	
	

	DAILY
	Sweep/dust mop all hard surface floors. 

Wet mop with clean water, disinfectant cleaner and clean mop entire area of all vinyl/ceramic tile floors.

Sweep/dust mop and wet mop along all edges, in all corners, behind doors, under trash containers, around and behind toilets, etc.

	
	

	MONTHLY
Last Friday of month
	Dust/vacuum all HVAC supply & return vents and exhaust fan grills within eight and one half (8 1/2) feet from the floor free of dust and dirt.

Clean entire area of entrance doors inside and outside. Dust and wipe all doorframes and door hardware free of fingerprints, smudges, streaks, etc.

Spray buff all vinyl tile floors.

	
	

	QUARTERLY
1ST week of January, April, July and October
	Strip, wax and buff all vinyl tile floors. A minimum three (3) coats of commercial grade, heavy duty, high traffic, skid resistant floor finish is to be used. Wipe up all puddles and wax residue including any left in corners and/or on baseboards, furniture, doors and non-wax floors.

Machine scrub entire area of all ceramic tile floors using mildew remover, grout cleaner, etc. as needed to thoroughly clean floors.

NOTE: Contractor shall be responsible for moving trashcans, tables, chairs, benches, mats, rugs and other small pieces of furniture that can be easily moved by one (1) to two (2) people. Building occupants shall be responsible for moving large pieces of furniture that they wish moved prior to the work being performed.
	
	




SPECIFICATIONS continued

	
CLEANING REQUIREMENTS
SPECIAL WORK REQUIREMENTS
	DOES YOUR
COMPANY AGREE TO THE
FOLLOWING

(CHECK AS APPLICABLE)

	FREQUENCY
	DESCRIPTION
	YES
	NO

	
DAILY

	
CITY HALL – 1ST & 2ND FLOOR

Empty and dispose of all cups, soft drink cans, etc. left on desks, tables, conference room tables, in kitchen, etc.

	
	

	BIWEEKLY
Wednesday & Friday





	Wipe stairway handrails free of all dust, dirt, fingerprints, smudges, streaks, etc. Polish brass areas when showing signs of tarnish.

Spot clean walls near elevator entrance and walls inside elevator. Clean elevator doors inside and out removing all fingerprints, smudges, streaks, etc. Stainless steel cleaner shall be used on stainless steel. 

Sweep and damp mop with clean water, floor cleaner and clean mop elevator floors including along all edges and in all corners.

	
	

	MONTHLY
1ST week of month
	Polish thoroughly all brass areas of stairway handrails with brass cleaner. All traces of polish must be removed.

	
	

	QUARTERLY
1st week of January, April, July & October
	Polish thoroughly all other brass including brass lamps and doorknobs with brass cleaner. All traces of polish must be removed from all items polished.

	
	

	
BIWEEKLY
Tuesday & Friday



	
CITY HALL – 2ND FLOOR

Large and Small Conference Rooms - Dust and polish furniture. Vacuum carpet.

Dust and polish wall paneling in Mayor’s office, City Manager’s office and two (2) conference rooms.

	
	






SPECIFICATIONS continued

	

EXTERIOR – ALL BUILDINGS

	DOES YOUR
COMPANY AGREE TO THE
FOLLOWING

(CHECK AS APPLICABLE)

	FREQUENCY
	DESCRIPTION
	YES
	  NO

	
DAILY


	
Empty all trash containers placed outside entrances/exits. Replace used can liners with appropriate size liners and tie off liners to prevent them from falling down into containers. Clean, disinfect and wipe dry soiled containers as needed. 

Sweep clean all entrance/exit mats.

Sweep all outside front and rear entrances and/or alcoves free of cobwebs, spider webs, dirt, trash, debris, etc. 

NOTE: Trash and debris shall be picked up and shall not be swept aside.
	
	





QUALIFICATION OF PROPOSER


(All answers should be typed or printed)

	Company Name:
	_____________________________________

	
	

	Name of Proposer:
	_____________________________________

	
	

	Mailing Address:
	_____________________________________

	
	

	Phone Number:
	_____________________________________

	
	

	Fax Number:
	_____________________________________

	
	

	Email Address: 
	_____________________________________

	
	

	Federal Tax ID Number:
	_____________________________________

	
	

	City of Myrtle Beach Business License Number: 
	
_____________________________________




Names of officers, members or owners of concern, partnership, etc:

	President
	_____________________________________

	
	

	Vice President
	_____________________________________

	
	

	Secretary
	_____________________________________

	
	

	Treasurer
	_____________________________________

	
	

	Owners or Partners
	_____________________________________

	

	

	Years of Experience:
	

	
	

	How many years has your company been in business?
	_____________________

	
	

	How long in present business:
	_____________________

	
	

	How long established in the state of South Carolina?
	_____________________

	
	

	





QUALIFICATION OF PROPOSER continued

	
List similar or like services performed by your company including large commercial cleaning services such as floor stripping and waxing and carpet cleaning:
	

	
	

	
	

	_______________________________________________
	

	
	

	_______________________________________________
	

	
	

	_______________________________________________
	

	
	

	_______________________________________________
	

	
	

	_______________________________________________
	

	
	

	
	

	How many employees does your company currently employ: ___________________________
	

	
	

	How many hourly employees do you plan to employ on a regular basis for this contract? ____________________
	

	
	

	How many salaried supervisory employees do you plan 
to employ on a regular basis for this contract? _________
	

	
	

	
	

	Does your company hire out floor and carpet cleaning services or are these services performed by your company staff? _____________________________
	

	
	

	
	

	List types of commercial cleaning equipment currently owned by your company (attach separate sheet if needed): 
	

	
	

	_______________________________________________
	

	_______________________________________________
	

	_______________________________________________
	

	_______________________________________________
	

	_______________________________________________
	

	_______________________________________________
	

	_______________________________________________
	

	_______________________________________________
	








QUALIFICATION OF PROPOSER continued

List any education obtained by owners or officers in your company for the type of work 
Required in this proposal packet (attach separate sheet if needed).
	_______________________________________________________________

	

	_______________________________________________________________

	

	_______________________________________________________________

	

	_______________________________________________________________

	

	_______________________________________________________________



Provide information regarding any memberships in professional organizations, honors, 
awards, recognitions, etc.
	_______________________________________________________________

	

	_______________________________________________________________

	

	_______________________________________________________________

	

	_______________________________________________________________

	

	_______________________________________________________________

	










I certify that the information supplied herein (including all pages attached) is correct and 
that neither the Proposer nor any person (or concern) in any connection with the Proposer 
as a principal or officer, so far as is known is now barred or otherwise declared ineligible 
by any public agency from applying for furnishing materials, supplies or services to any 
agency thereof.

________________________________________________________________
Authorized Signature

________________________________________________________________
Name and Title (Please type or print)

____________________ 
Date


ADDITIONAL TERMS AND CONDITIONS

1. Include with your proposal at least two (2) references of similar work performed by your company. Telephone number and person to contact must be included for proposal consideration.

	a)
	__________________________________________________________________

	
	

	
	__________________________________________________________________

	
	

	
	__________________________________________________________________

	
	

	
	__________________________________________________________________

	
	

	b)
	__________________________________________________________________

	
	

	
	__________________________________________________________________

	
	

	
	__________________________________________________________________

	
	

	
	__________________________________________________________________





1. Include with your proposal any written warranties that apply.


1. Insurance Requirements are attached. Work cannot begin until a valid Certificate is provided meeting all requirements. A Performance and Payment Bond in the amount of 100% of the contract price will be required. The Certificate of Insurance and the Performance and Payment Bonds must be provided on the attached forms by the successful proposer after notification of intent to award.



1. List any exceptions to specifications:
      
	_______________________________________________________________________

	

	_______________________________________________________________________

	

	_______________________________________________________________________

	

	_______________________________________________________________________


5.   A City Business License will be required prior to commencement of work. For information 
      contact the Business License Office at (843) 918-1200.





City of Myrtle Beach
INSURANCE REQUIREMENTS

PUBLIC LIABILITY AND PROPERTY DAMAGE
The Contractor shall purchase and thereafter maintain for the term of this agreement, and any subsequent extensions hereto, public liability insurance to protect Contractor from claims for bodily injury and/or property damage which may result from Contractor’s performance of this agreement. The policy shall provide a combined single limit of liability of $1,000,000 per occurrence for bodily injury and property damage with an aggregated limit of not less than $1,000,000.

AUTOMOBILE LIABILITY
The Contractor shall purchase and thereafter maintain for the term of this agreement and any subsequent extensions hereto, comprehensive automobile liability insurance to protect the Contractor from claims for bodily injury and property damage which may arise from Contractor’s use of motor vehicles in the performance of this agreement. The policy shall provide for a combined single limit of $1,000,000 per occurrence for bodily injury and property damage.

WORKERS’ COMPENSATION INSURANCE 
Prior to beginning the work, the Contractor shall take out full compensation insurance for all persons which may be employed directly or indirectly in the performance of this agreement, coverage is to apply to all employees for statutory limits in compliance with the applicable state and federal laws. The policy must provide Employers Liability coverage in the amount of $500,000 each accident; $500,000 bodily injury by disease each employee and $500,000 bodily injury by disease policy limit and shall be maintained in full force and effect during the term and any subsequent extensions hereto.

EXCESS LIABILITY POLICY
At the option of the Contractor, the limits of the primary general liability, automobile liability and employer’s liability policies may be less than stipulated herein, with an excess policy providing the additional limits needed. This form of coverage must be approved by the City and will only be acceptable when both the primary and excess policies include the coverage and endorsements required herein.    

POLICY ENDORSEMENTS
The following requirements shall apply to the policy(s) indicated below:

1. General Liability and Automobile Liability

It is understood and agreed that the City of Myrtle Beach, its officials, agents and employees are recognized as additionally named insureds under the policy and, as such, will be provided thirty (30) days written notice by registered mail of non-renewal, exhaustion of aggregate limit, modification of coverage or cancellation for any reason, and the company hereby agrees to provide such notice. Failure of the company to provide the required notice shall cause the coverage to continue in force for the benefit of the City, its officials, agents and employees until proper notification, as required herein, is provided, the provisions of the policy or any Certificate of Insurance to the contrary notwithstanding.

1. Workers’ Compensation

The cancellation provision is hereby amended to provide that the City of Myrtle Beach will be provided thirty (30) days written notice via certified mail, return receipt required, in the event of coverage cancellation.

NOTIFICATION OF INSURANCE COMPANIES
It is the responsibility of the Contractor to notify all insurance companies to familiarize themselves with all the terms and conditions of this agreement. The insurance companies shall waive their right of 
INSURANCE REQUIREMENTS continued

notification by the City of any change or modification of this contract, or of decreased or increased work, or of the cancellation of this agreement or of any other acts by the City or its authorized employees or agents under the terms of this agreement. The waiver by the insurance companies shall in no way relieve them of their obligations under this agreement.

CERTIFICATES OF INSURANCE
Contractor shall file with the City a Certificate of Insurance, which shall be approved by the City prior to the inception of any work. Renewal certificates shall be sent to the City thirty (30) days prior to any expiration date. 
 
INSURER LICENSING AND RATING 
All insurance companies providing coverage to the City, shall be licensed to do business in the State and have an A.M. Best rating of “A-“ or better. 
  
INSURANCE COVERAGE ADJUSTMENTS 
In response to changing circumstance of loss exposures, the City reserves the right to modify the insurance coverage, limits of liability, policy endorsements and policy terms required in this contract. The City will provide written notice to the Contractor, which outlines such changes and allow Contractor a reasonable period of time in which to comply with the new requirements. However, in no event shall Contractor compliance period be longer than thirty (30) days. 

COVERAGE CANCELLATION OR UNSATISFACTORY COVERAGE
If at any time any of the foregoing policies shall be or become unsatisfactory to the City, as to form or substance, or if a company issuing any such policy shall be or become unsatisfactory to the City, the Contractor shall, upon notice to that effect from the City, promptly obtain a new policy and submit the same for approval to the City. Upon failure of the Contractor to furnish, deliver and maintain the insurance coverage’s required herein, this agreement, at the sole discretion of the City, may be forthwith declared suspended, discontinued or terminated. Failure of the Contractor to take out and/or maintain any required insurance shall not relieve the Contractor from any liability under this agreement, nor shall the insurance requirements be construed to conflict with or otherwise limit the obligations of the Contractor concerning indemnification.

HOLD HARMLESS
Contractor agrees to protect, defend, indemnify and hold the City, its officers, employees and agents free and harmless from and against any and all losses, penalties, damages, settlements, cost, charges, professional fees or other expenses and liabilities of every kind and character arising out of, or relating to, any and all claims, liens, demands, obligations, actions, proceedings or causes of action of every kind in connection with or arising out of this agreement, and/or the performance hereof, that are due to the negligence of the Contractor, its officers, employees or agents. The Contractor further agrees to investigate, handle, respond to, provide defense for and defend the same at its sole expense and agrees to bear all other costs and expenses related thereto.   




 





INSURANCE REQUIREMENTS continued

SAMPLE

	
CERTIFICATE OF INSURANCE
	CERTIFICATE NUMBER

	PRODUCER
Insurance Agent Name
4000 Insurance Pkwy
Anytown, USA  99999 
	THIS CERTIFICATE IS ISSUED AS A MATTER OF INFORMATION ONLY AND CONFERS NO RIGHTS UPON THE CERTIFICATE HOLDER OTHER THAN THOSE PROVIDED IN THE POLICY. THIS CERTIFICATE DOES NOT AMEND, EXTEND OR ALTER THE COVERAGE AFFORDED BY THE POLICIES DESCRIBED HEREIN.

	                                                                            
	COMPANIES AFFORDING COVERAGE

	INSURED
Bidding Firm’s Name
1000 Any Street
Anytown, USA  99999
	COMPANY A           ABC INSURANCE COMPANY
COMPANY B
COMPANY C
COMPANY D

	COVERAGES-THIS CERTIFICATE SUPERCEDES AND REPLACES ANY PREVIOUSLY ISSUED CERTIFICATE FOR THE POLICY NOTED BELOW


	This is to certify that policies of insurance described herein have been issued to the insured named herein for the policy indicated. Notwithstanding any requirement, term or condition of any contract or other document with respect to which the certificate may be issued or may pertain, the insurance afforded by the policies described herein is subject to all the terms, conditions and exclusions of such policies. Aggregate limits shown may have been reduced by paid claims.


	CO LTR
	TYPE OF INSURANCE
	POLICY NUMBER
	POLICY EFFECTIVE DATE (MM/DD/YY)
	POLICY EXPIRATION DATE (MM/DD/YY)
	LIMITS

	A
	General Liability
X  Commercial General
     Liability
_  Claims Made X Occur
_  Owners & Contractor’s 
     Prot 
   ________________
	
XYZ1234
	
00/00/00
	
00/00/00
	General Aggregate
Products-Comp/Op Agg
Personal & Adv Injury
Each Occurrence
Fire Damage (any 1 fire)
	$  1,000,000
$  1,000,000
$  1,000,000
$  1,000,000
$       50,000

	A
	Automobile Liability
X  Any Auto
_  All Owned Autos
_  Scheduled Autos
X  Hired Autos
X  Non-Owned Autos
    ________________
	
XYZ1234
	
00/00/00
	
00/00/00
	Combined Single Limit
Bodily Injury
 (Per person)
Bodily Injury
 (Per accident)
Property Damage
	$  1,000,000
$

$

$

	
	Garage Liability
_  Any Auto
    ________________    
	
	00/00/00
	00/00/00
	Auto Only-Ea Accident
Other than auto only:
Each Accident
Aggregate
	$

$
$

	
	Excess Liability
_  Umbrella Form
_  Other than Umbrella Form
	
	00/00/00
	00/00/00
	Each Occurrence
Aggregate
	$
$

	A
	Workers Compensation
(and Employer’s Liability)
The Proprietor/Partners
Executive Officers Are:
X  Inc       _  Excl
	XYZ1234
	00/00/00
	00/00/00
	X  WC Statutory Limits
_   Other
EL Each Accident
EL Disease-Policy Ltd
EL Disease-Ea Employee
	

$    500,000
$    500,000
$    500,000

	
	Other
	
	
	
	
	

	
	
	
	
	
	
	

	Description of Operations/Locations/Vehicles/Special Items:
City of Myrtle Beach is named as additional insured with respect to General and Automobile Liability


	CERTIFICATE HOLDER
	CANCELLATION

	City of Myrtle Beach
Attn: Purchasing Division
Drawer 2468
Myrtle Beach, SC  29578-2468
	Should any of the policies described herein be cancelled before the expiration date thereof, the insurer affording coverage will endeavor to mail 30 days written notice to the certificate holder named herein, but failure to mail such notice shall impose no obligation or liability of any kind upon the insurer affording coverage, its agents or representatives, or the issuer of this certificate.


	
	INSURANCE AGENT SIGNATURE




Request for Proposal 
Price Schedule

For proposal consideration, in addition to the proposed contract prices, staffing levels and daily labor hours per employee that Proposer intends to provide must be shown where indicated.  


	
	

Location
	Staffing Level
(Total number of employees)
	Daily Labor Hours Required
(Per employee)
	Monthly
Contract Price
	Annual
Contract
Price

	
	
	
	
	
	

	1.
	City Hall 1st Floor
	__________
	_________/hrs
	$_________
	$__________

	
	
	
	
	
	

	2.


3.



4.
	City Hall 2nd Floor 


City Hall/Annex 1st Floor
Housing Authority & SCORE Offices

City Hall/Annex 2nd Floor
	





__________
	_________/hrs


_________/hrs


__________/hrs
	$_________


$_________


$________
	$__________


$_________


$_________

	
	
	
	
	
	

	
	
	
	
	
	


Please note below a not-to-exceed percentage of price increase to be considered, if needed, should the contract be renewed for additional term(s): 

2nd Year: ______________%   Applied to first year price(s)
3rd Year: ______________%   Applied to second year price(s)
4th Year: ______________%   Applied to third year price(s)
5th Year: ______________%   Applied to fourth year price(s)





Company Name:_________________________________

Authorized Signature:_____________________________









PROPOSAL AND SIGNATURE DOCUMENT
Bid Number:  19-R0035

The undersigned, as proposal, declare that we have examined all bid documents contained herein and will contract, thereon, with the City of Myrtle Beach (hereinafter referred to as the "City") to do everything necessary for the fulfillment of this contract. We agree any addenda received are part of the proposal documents. (If no addenda has been received, please place a zero in the space provided.)

In addition, we propose to furnish the following products/services in strict conformance to the proposal specifications and proposal invitation issued by the City of Myrtle Beach for this proposal. Any exceptions are clearly noted as required.
 
We understand that any false statements made to meet any requirements may result in contract cancellation or initiation of action under Federal or State laws or both. 

	_________________________________
Bidder-Company Name
	
	_________________________________
Addenda Numbers Received

	_________________________________
City Business License Number
	
	_________________________________
Telephone Number 

	_________________________________
Authorized Signature   

	
	_________________________________
Fax Number

	_________________________________
Printed Name  
	
	_________________________________
Email

	
South Carolina Sales Tax Registration No.: ___________________________________________

	
	
	

	If SC Sales Tax No. not supplied, please state reason: ___________________________________ 

	
	
	

	Federal Tax ID No. (FEIN): _______________________________________________________   

	
	
	

	_________________________________
Mailing Address

	
	____________________
Date

	_________________________________
City, State, Zip
		

	

	


      


	
	

	_________________________________
Remittance Address (If different from mailing address)


__________________
	

	________________________________
City, State, Zip 


	





	[image: ColorCitySeal-tif-300dpi.tif]
	                   CITY OF MYRTLE BEACH
                     LOCAL VENDOR PREFERENCE
             TO QUALIFY FOR LOCAL PREFERENCE 
              FORM MUST BE SUBMITTED WITH BID

	First in Service
	


APPLICATION OF ELIGIBILITY TO QUALIFY FOR LOCAL VENDOR PREFERENCE WITHIN THE DEFINED BOUNDARIES: MYRTLE BEACH CITY LIMITS, HORRY COUNTY, NESA AREA (NESA area is comprised of Horry, Georgetown, Williamsburg, Florence, Marion, Darlington, Dillon, Chesterfield, and Marlboro Counties).

	City of Myrtle Beach Business License: (To qualify for Local Vendor Preference vendor must have had a City of Myrtle Beach Business License a minimum of ninety (90) days prior to the request for bid/ proposal being made public)

	

	City of MB Business License Number: ______________
*NOT Horry County License Number
	Date issued: ______________



Complete all areas below. Incomplete forms may be rejected.

	1.
	LEGAL NAME OF BUSINESS: 
	__________________________________________

	
	
	

	
	Mailing Address: 
	________________________________________

________________________________________


	
	Physical Address: 
(To qualify vendor must have maintained 
a physical address and office as a principal place of business within the defined boundaries of the category sought for at least one (1) year, and during that time have had a majority of full-time employees, chief officers and managers regularly conducting work and business from this office.)
	________________________________________

________________________________________


	
	
	

	2.
	Year business was established in the City of Myrtle Beach / Horry County / NESA area:

	
	

	
	Year: 
	______________
	County:
	______________

	
	
	                                (Name of County)

	
	
	

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

	Under penalty of perjury, the undersigned states that the foregoing statements are true and correct. 
The undersigned also acknowledges that any person, firm, corporation or entity intentionally submitting false information to the City in an attempt to qualify for local preference shall be prohibited from bidding on City of Myrtle Beach products and services for a period of one (1) year.

	
	
	

	Authorized Signature:
	____________________________________
	Date:
	______________

	
Printed Name & Title:
	
____________________________________
	
Phone:
	
______________





LOCAL VENDOR PREFERENCE continued

	Bid Amount
	Within City Limits
	Within Horry County
	Within NESA Area

	
	
	
	

	From $7,500.01 to $25,000.00

	5% of Bid
	4% of Bid
	3% of Bid

	
	
	
	

	$25,000.01 and up
	$500.00 plus 4% of amount above $25,000.00 with the maximum being $2,000.00 including the $500.00
	$400.00 plus 3% of amount above $25,000.00 with the maxium being $1,800.00 including the $400.00
	$300.00 plus 2% of amount above $25,000.00 with the maxium being $1,600.00 including the $300.00



If company/individual performs services on City property a Certificate of Insurance must be provided prior to commencement of work meeting requirements of the City.


The vendor must submit this copy of the Local Vendor Preference Certificate with their proposal.

An eligible business shall maintain such status throughout the term of any contract with the City.  Failure to maintain such status or to keep current on all fees and taxes owed the City shall be grounds to terminate the contract.
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