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Signature Sheet

My signature certifies that the proposal as submitted complies with all Terms and Conditions as set forth in RFP # A03166-1.

My signature warrants that I have not employed or retained any firm or person other than a bona fide employee working solely for the firm to solicit or secure this contract and have not paid or agreed to pay any firm or person other than a bona fide employee working solely for the firm any fee, commission, percentage, brokerage fee, gifts or other consideration contingent upon or resulting from the award or making of this Contract.  For breach or violation of this warranty, the City shall have the right to annul or void this Contract without liability or, in its sole discretion, to deduct from the contract price or consideration, or otherwise recover the full amount of such fee, commission, percentage, brokerage fee, gift or contingent fee.

My signature also certifies that this firm has no business or personal relationships with any other companies or persons that could be considered as a conflict of interest or potential conflict of interest to the City of Richmond, and that there are no principals, officers, agents, employees, or representatives of this firm that have any business or personal relationships with any other companies or persons that could be considered as a conflict of interest or a potential conflict of interest to the City of Richmond, pertaining to any and all work or services to be performed as a result of this request and any resulting contract with the City of Richmond.

I hereby certify that I am authorized to sign as a Representative for the Firm:

Complete Legal Name of Firm:
__________________________________________________

Order from Address:


_________________________________________________

_________________________________________________






_________________________________________________

Remit to Address


_________________________________________________






_________________________________________________

Fed ID No.:



_________________________________________________

Signature:



_________________________________________________

Name (type/print):


_________________________________________________

Title:




_________________________________________________

Telephone:



(___)_______________
Fax No.: (___)_________________

Email:




_________________________________________________

Date:




_________________________________________________

To receive consideration for award, this signature sheet should be return to the Department of Procurement Services as it shall be a part of your response.

Section I

Procedural Requirements

Request for Proposals 

1.1
Purpose    

The City of Richmond is seeking proposals from consulting firms capable of conducting statistically sound surveys of city residents. Organization-wide surveys of citizens’ satisfaction will be directed from the City Manager’s office, and individual departments may elect to perform separate business-specific surveys. The City of Richmond continues to strive toward high performance, and for the past eight years has sought feedback from its citizens through annual organization-wide telephone surveys. The survey seeks to evaluate public attitudes, satisfaction, and perceptions towards the city’s government and the various services it offers.  The results of the survey are used to manage the performance of city government toward excellence in service delivery. The city is considering another annual aggregate level survey in fiscal year ending June 2004, the results of which should be delivered on or before October 31, 2003. 

1.2
Background
The City of Richmond is the capital of the Commonwealth of Virginia, with a population of approximately 198,000 living in an area of 62.5 square miles.  The government of the City of Richmond consists of City Council and its appointees, and eighteen (18) departments and agencies reporting to the City Manager and other officers.  The City employs approximately 4,500 people.  The City Administration has made customer service one of its strategic priorities and the City Manager wants a more responsive government that is accountable to its citizens.  Since 1999, the City has made notable qualitative and quantitative improvements in the delivery of its service and has surveyed residents annually since 1994.  The city has conducted its surveys in the past using the telephone. There seems not to be the “best time” to conduct a citizens survey in the City of Richmond, however, most of the surveys have been conducted either in early Spring (March/April) or in early Fall (September/November).  We do want to avoid major peak events and such as Property Tax season (May), leaf pick-up season (late November), or other events with high citizen involvement. The major services may include, but are not limited to:

	Trash, leaf collection
	Animal Control

	Code Enforcement
	Social Services

	Youth-focused services
	Water/sewer/gas services

	Responsiveness to citizens’ requests
	Parks and Recreation

	Crime prevention 
	Neighborhood improvements

	Cleanliness
	Health services

	Street maintenance 
	Economic development

	Transportation
	Public Information


1.3
Scope of Work
The Consultant shall work in collaboration with the City’s Project Manager and the project team to successfully complete the following tasks. The City’s Project Manager shall approve all work completed by the Consultant. 


Task 1: Develop the survey
1.1 The Consultant shall determine and document the process for obtaining a qualitative sample of the City of Richmond residents and shall determine the appropriate sample size to ensure an effective demographic and geographic cross tabulation of results. The methodology should consider cost effectiveness and integrity. The length of the survey should not exceed 10 minutes. Sample sizes for the past two years have been over 1,000 individual respondents, which we find desirable.

1.2. The Consultant shall develop, with input from the City’s Project Manager, a comprehensive survey instrument, which is designed to gain perspectives on resident attitudes regarding various elements of city services. The information gained should include benefits, issues, perceptions, concerns, and other perspectives related to local government. 


Task 2: Administer the Survey

2.1 The Consultant shall administer the survey to City of Richmond residents using appropriate professional staff with documented training in survey administration. Questions answered by all respondents should be subject to a sampling error of plus or minus approximately three percentage points at the 95 percent level of confidence. 



Task 3: Prepare Final Analysis Reports

3.1 Within 5 working days of the survey completion, the Consultant shall deliver aggregate survey results to the designated Project Manager. 

3.2 Within 15 working days of the completion of the survey, the Consultant shall provide the designated Project Manager with a detailed analysis of the overall results.  The analysis shall be the result of a cross tabulation of questions in the survey by no fewer than ten (10) demographic questions and by three (3) geographic divisions within the city. 

3.3 The Consultant shall provide the City of Richmond with a written report summarizing the attitudes of City of Richmond residents about the city’s government and its services, and shall give interpretation of results and recommendations to the City on using survey information to improve organizational performance.  Recommendations shall include follow up action and methods for communicating results. The Consultant shall be available to present the final written report with recommendations to the City Council and/or City Administration.

3.4 The Consultant shall also deliver a file on compact disc of all survey data for further use by the City. 

3.5 The Consultant shall provide written feedback from benchmarking the City of Richmond‘s results with those of competitive, private industry, and best-in-class benchmarking partners.

1.4
Format Required
 
The proposal should be presented in tabs as described in the paragraphs that follow. To be considered substantive, the proposal must respond to all requirements of this part of the RFP.  Any other information thought to be relevant, but not applicable to the enumerated categories, should be provided as an appendix to the proposal.  If publications are supplied by the contractor to respond to a requirement, the response should include reference to the document number and page number.  This will provide a quick reference for the selections committee.  Proposals not providing this reference will be considered to have no reference included in the additional documents.

A. Statement of the Scope - State in concise terms, your understanding of the scope of work presented by the RFP.

B. Qualification Statement - Include a narrative description of the proposed offer and a list of services that will be rendered. This section should also include resumes' of key staff members. It should specifically state the employees assigned to this task. Experience and qualifications of respondent’s personnel, including a list of specific personnel who will be committed to this work and their respective qualifications
C. Project Approach - Describe in narrative form your proposal.

D. References - Provide a list of completed/current projects of a similar nature to include references. References should include the names, telephone numbers, email addresses, fax numbers and physical addresses of clients.

E. Cost of Proposed Services.
Pricing Summary: Provide a proposed price for each of the work phases described in the Scope of Services. Prices shall include direct costs, indirect costs and profit.



Task 1: Develop the Survey $____________



Task 2: Administer the Survey: $_______________



Task 3: Prepare Final Analysis and Reports $____________



TOTAL FIRM FIXED PRICE: $_________________________

F. Submit HRC-2 form.  If your firm fails to meet the HRC-2 requirements, you should request a waiver with the submittal of your proposal.  

G. Minority Business Participation Form. If your firm plans to utilize a minority firm or if you are a minority firm you should submit the attached MBE form.

1.5 Pre-Proposal Conference

No Pre-proposal Conference Required.

1.6
Submission 

Offerors should submit an original (so marked) and seven (7) copies of their proposal, signed by the offeror's contractually binding authority. 

A. All proposals must be sealed and labeled (on the outside of sealed container) to show the following:

1. Proposal for  SURVEY OF CITY OF RICHMOND CITIZENS
2. Name of Offeror

3. Address of Offeror

4. RFP Number  A03166-1

5. Receipt and Closing Date:  Tuesday, July 1, 2003 3:30pm
B. All proposals are to be addressed and delivered by the date and time specified on the cover to:




Lisa C. Hendrick, Procurement Officer 




Department of Procurement Services




City of Richmond




900 East Broad Street, Room 1104




Richmond, Virginia   23219

C. The Proposal should include a transmittal letter that lists the following:




Firm's Name




Firm's Address




Contact Name & Telephone Number




Fax Number & E-mail Address

 1.7
Closing Date

To be considered, a proposal must arrive at the issuing office on or before Tuesday, July 1, 2003 3:30 p.m.  The City does not accept a proposal that is late.  Contractors mailing proposals should allow sufficient mail delivery time to ensure timely receipt of their proposals.  Contractors are requested to submit a complete response to this Request for Proposal (RFP) using the format outlined.  The contractor will make no other distribution of proposals.  Materials or information received from a prospective contractor as result of a request by the Procurement Officer shall not be considered a violation of this paragraph.

1.8
Inquiries

All inquiries concerning clarification of this RFP should be made to Lisa C. Hendrick, Procurement Officer, 900 East Broad Street, Room 1104, Richmond, Virginia 23219, (804) 646-5820, Fax (804) 646-5989, in writing, or by e-mail to hendrilc@ci.richmond.va.us, no later than ten days prior to closing date.  As it is expected that each firm may have different needs for information, it is incumbent on each firm to make whatever inquiries it deems necessary in order to respond to the RFP. Inquiries, which the Procurement Officer determines to be pertinent to all solicited contractors, will be answered by addenda to all solicited contractors.

1.9 
No Contract Policy 


Any contact with any City representative, other than that outlined in 1.8, concerning this RFP is prohibited. Such unauthorized contact may disqualify your firm from this procurement.

1.10
Contractual Obligation

The proposal submitted by the selected contractor and this RFP shall become an attachment to the contract or agreement signed by the City of Richmond and the selected firm.  Price quotations and other time dependent information contained in proposals should be valid for a minimum of ninety (90) days from the closing date of this RFP.  Negotiation may be undertaken with offerors whose proposals show them to be qualified, responsible and capable of performing the work in accordance with stated criteria.  The City of Richmond is not liable for any cost incurred by contractors prior to issuance of a contract.

1.11
Multiple Proposals

An offeror may submit more than one proposal.  At least one of  the proposals should be complete and should comply with all of  the instructions contained in this RFP.  Additional proposals may be in abbreviated form following the same format and providing only the information, which is different from that in the complete proposal.

1.12
Substantive Nature of Proposals

Proposals that are not substantive may be considered non-responsive.  It is not sufficient for the offeror to address the proposal in general terms or in terms other than those outlined in the proposal.  Proposals should be prepared simply and economically, providing a straightforward, concise description of the offeror's ability to meet the requirements of the RFP.

1.13
Evaluation And Selection Process
A. Opening of Proposals - At the designated time and date, the Department of Procurement Services will open and list the proposals for the record.  This is not a public opening.  The proposals, if responsive, will then be forwarded to the using agency to initiate review and recommendation.  Responses received after Tuesday, July 1, 2003; 3:30 p.m., will be deemed non-responsive and will be returned un-opened.

B. Evaluation - During the evaluation phase, proposals are reviewed by the Evaluation Committee to ascertain which proposals address all the requirements of the RFP, and to conduct an analysis to document the adequacy of the proposals.

Proposals determined to be technically non-responsive or not as responsive as other proposals, are eliminated at this point.  Once the qualified offerors have been determined, the Evaluation Committee may interview selected offerors to clarify specific matters presented in the proposals.  The Evaluation Committee will use information gained during these discussions, and information presented in the proposal, to rank contractors in accordance with criteria stated in the RFP.  The selected offeror will be required to assume responsibility for all services offered in their proposal.  NOTE: The Evaluation Committee reserves the right to conduct presentations and/or visit the premises of the proposer.  Further, the City of Richmond will consider the selected offeror to be the sole point of contact with regard to contractual matters.

1.14
General Selection Criteria 

After receipt of proposals, a Selection Committee will use the following evaluation criteria and weighing factors in selecting the firm(s) for negotiation and recommendation for award of the contract (s):

1. Qualifications of the Firm. Technical experience in performing surveys of customers/ residents within similar demographics and size





2. Staffing. Qualifications of the project staff, particularly the project manager, callers, and key personnel in performing work similar to that listed in the scope. Adequacy of labor commitment.

3. Work Plan. Depth of the bidder’s understanding of the City of Richmond’s requirements and overall quality of work plan; logic clarity; specificity of work plan; ability to meet project deadline; reasonableness of proposed schedule

4. Cost and Price. Reasonableness of the total price and competitiveness of this amount with other offers received; and adequacy of data in support of figures quoted 

5. Completeness of the Response.

Completeness of response in accordance with RFP instructions.



Criteria







Weight

Qualifications of the Firm





20

Staffing







15

Work Plan







15

Cost and Price







15

Completeness of the Response





15

Minority Business Participation




20pts.



(see explanation in the City’s Terms and Conditions Section II) 










Total


 
100pts.

Section II

City’s Terms and Conditions

2.1
Advertising Clause
It is understood and agreed that, in the event a contract is awarded for the supplies, equipment, or services included in this proposal, that no indications of such sales or services to the City of Richmond will be used in any way in product literature or advertising unless with written approval of the City of Richmond, Director of Procurement Services, and only for bibliographical and curriculum vitae purposes.

2.2

Applicable Law and Courts
This solicitation and any resulting contract shall be governed in all respects by the laws of the City of Richmond and any litigation with respect thereto shall be brought in the courts of the City. In performing the Work under the Contract, the Contractor shall comply with applicable Federal, State, and Local laws and regulations
2.3
Assignment & Subcontracting
The Contractor shall not assign the Contract or any parts of the Contract without the prior written consent of the Owner nor shall the Contractor assign any monies due or to become due hereunder without the prior written consent of the Owner.



The contract shall not be subcontracted without the prior approval of the City of Richmond.

2.4
Audit

The City reserves the right to audit all aspects of the contract: the vendor’s financial capability and accounting system, basis for progress payments, compliance with applicable laws, as well as appropriate vendor records. The City further reserves the right to review, on demand and without notice, all files of any subcontractor employed by the Contractor to provide services or commodities under this Contract where payments by the City are based on records of time, salaries, materials or actual expenses. In cases where the vendor maintains multiple offices, records to be audited should be maintained locally or be deliverable to a location in the metro-Richmond area.  

2.5
Authorized Signature
All bids must be signed in order to be considered.  If the bidder is a firm or corporation, the bidder must show the title of the individual executing the bid and a resolution authorizing the individual to sign the bid and subsequent contract
2.6
Availability of Funds
It is understood and agreed between parties to any agreement resulting from this proposal that the City shall be bound thereunder only to the extent of funds available or which may thereunder become available for the purposes of this agreement.

It is further understood and agreed between the parties to any agreement resulting from this proposal that the City shall not be obligated to purchase or pay for insurance and/or services covered by this agreement unless and until they are ordered, delivered, or performed for the City.

2.7

Award

The City of Richmond will make the award to the lowest responsive/responsible bidder/proposer. The Procurement office reserves the right to conduct any test it may deem advisable and to make all evaluations necessary. Additional criteria will be considered in the award of Requests for Proposals. The City of Richmond also reserves the right to reject any or all bids/proposals, in whole or in part, to waive informalities and to delete items prior to making the award, whenever it is deemed in the sole opinion of the City of Richmond to be in its best interest.  The City also reserves the right to award in whole or in part; to one vendor or multiple vendors, whichever is deemed to be most advantageous and in the best interest of the City.

2.8

Bonding

The City reserves the right to require the successful bidder to furnish a performance bond in the amount of contract before award of contract.  If no bond can be furnished by the successful bidder, the City reserves the right to award the contract to the next lowest responsible bidder.  If performance and payment bonds are specified in the bid invitation, contractor shall pay cost thereof; if not specified, the contractor, when requested to do so, shall secure performance bond and the City of Richmond, Virginia shall pay the cost thereof.

2.9
Cancellation
Any resulting contract shall be subject to cancellation by either party upon ninety- (90) days written notice, one to the other.


The City may cancel any resulting contact immediately at any time for the Vendor’s failure to perform its obligations under such contract or to otherwise adhere to the terms and conditions of such contract by delivering written notice of such cancellation to the Vendor
2.10
Century Compliance
Hardware, software and firmware products, individually and in combination, shall be capable of processing dates that cross or span century boundaries with the correct system date, without human intervention, including leap year calculations and shall also provide correct results when moving forward or backward in time or century.  
2.11        Contractor Accessibility
It is understood and agreed that in the event of equally qualified (and responsive) bidders for an award, the award shall be granted to the bidder with the greatest degree of accessibility to the City officials responsible for administering the contract. (This policy shall not apply if specifically prohibited.)

2.12
Contractor Misrepresentation

If any applicant knowingly makes a material misrepresentation in submitting information to the City, such misrepresentation will be sufficient grounds for rescinding an offer to bid on this project.

Any contractor or firm falsely representing proposed MBE participation, or fails to comply with proposed participation, may be in breach of contract.   Upon determination of a breach, the City shall have all available remedies for breach of contract and may include the following:  

(a) forfeiture, (b) investigation, and/or (c) debarment.

2.13
Cooperative Procurement
Any resultant contract of this solicitation may be extended to the Richmond Public Schools or any public agency or body in, but not necessarily limited to, the Central Virginia area to permit those public agencies or bodies to purchase at contract prices, in accordance with the terms, conditions and specifications of this bid. The successful vendor shall deal directly with each agency in regard to order placement, delivery, invoicing and payment.

2.14

Default
In case of default of the successful bidder, or it fails to deliver the supplies or services ordered by the time specified, the City, after due notice (verbal or in writing), may procure them from other sources and hold it the bidder responsible for any excess cost occasioned thereby. This remedy shall be in addition to any other remedies available to the City.

2.15
Delivery

Time of proposed delivery shall be stated in number of calendar days.  General terms such as "stock", "immediately", and "as soon as possible", may because for rejection.  Unless otherwise specified, quote earliest delivery date as it may be considered a factor in making award.

2.16

Descriptive Literature
Bidder shall submit with its bid descriptive literature of equipment or supplies, which it proposes to furnish, if such articles are of a different manufacture than those specified herein.  Should the description furnished in such literature differ from the specifications submitted by the City, and no mention is made to the contrary, it shall be construed to mean that the bidder proposes to furnish equipment or supplies in accordance with such description and not in accordance with the City's specifications, and its bid will be evaluated accordingly.

2.17

Drug Free Work Place 
City Resolution No. 2000-R197-191 prohibits the City of Richmond from contracting with any vendor that fails to comply with this policy The vendor by its signature hereto certifies that it has taken and shall continue to take appropriate and effective action to (1) educate its employees about the dangers of drug abuse in the workplace; (2) provide its employees with effective drug counseling, rehabilitation and/or employee assistance programs; (3) discipline employees who violate the requirement of a drug free workplace, and (4) minimize, to the greatest extent possible, the risks of drugs entering the workplace.  The vendor is also prohibited from contracting with any other party that fails to comply with this policy.  Failure by a vendor or its subcontractor to comply with the provisions outlined above will be cause for termination of the contract.

Vendors may contact the City’s Minority Business Enterprise Office at (804) 646-3985 for information about a grant-sponsored program to assist vendors in developing a drug free workplace policy.

2.18
Employment Discrimination 

The City of Richmond prohibits employment discrimination by its contractors.  In accordance with Section 2.2-4311 of the Virginia Public Procurement Act, during the performance of every contract over $10,000, the contractor agrees as follows:  (a) the contractor will not discriminate against any employee or applicant for employment because of race, religion, color, sex, national origin, age, disability, or other basis prohibited by state law relating to discrimination in employment, except where there is a bona fide occupational qualification reasonably necessary to the normal operation of the contractor.  The contractor agrees to post in conspicuous places, available to employees and applicants for employment, notices setting forth the provisions of this nondiscrimination clause; (b) the contractor, in all solicitations or advertisements for employees placed by or on behalf of the contractor, will state that such contractor is an equal opportunity employer; (c) notices, advertisements and solicitations placed in accordance with federal law, rule or regulation shall be deemed sufficient for the purpose of meeting the requirement of this section.

The contractor will include the provisions of this section in every subcontract or purchase order of over $10,000, so that the provisions will be binding upon each subcontractor or vendor.

2.19
Ethics in Public Contracting
By signing this solicitation, the bidder/offeror certifies that he has not violated any provisions of Federal law, the Code of Virginia, the Richmond City Code or Charter.  The bidder/offeror certifies that his bid/proposal is made without collusion or fraud and that he has not offered or received any kickbacks or inducements from any other bidder/offeror, supplier, manufacturer or subcontractor in connection with his bid/proposal and that he has not conferred on any public employee having official responsibility for this procurement transaction any payment, loan, subscription, advance, deposit of money, services or anything of more than nominal value, present or promised, unless consideration of substantially equal or greater value was exchanged.  The bidder/offeror agrees that if such warranty is in any respect breached, he will pay to the City the full price agreed by the City to be paid for the supplies, materials, equipment or services to be furnished under his bid or proposal.

2.20
Extension of Contract
The City of Richmond reserves the right to extend the resulting contract for any reason for a period(s) up to but not to exceed 12 months.  Any extension beyond 12 months will be subject to the City’s renewal clause as stipulated above.  This provision in no way impacts or alters the City’s ability to renew the resulting contract consistent with the renewal option clause.  This extension clause may be exercised when the City determines that an extension of the contract is advantageous to the City.  If it is then decided to renew the resulting contract, the renewal date will commence on the day following the last day of the contract extension. 

2.21
Human Rights Compliance  

It shall be the goal of the City to have ten percent (10%) minority employment by all firms contracting with the City. For construction contracts, this employment goal shall specifically apply to executive and managerial positions and shall not be satisfied by minority employment solely at the lowest skill and pay levels.

The HRC-2 form should be submitted with your bid. Prior to award, the City will verify that your firm is in compliance with the provisions of Article IX of the City of Richmond Code, which are hereby incorporated into this contract by reference.

2.22
Incorporation of Policies and Procedures
This solicitation is subject to the provisions of the Chapter 22.1 of the Code of the City of Richmond, the Department of Procurement Services Policies and Procedures and the Virginia Public Procurement Act and any revisions thereof, which are hereby incorporated into this contract by reference. Copies of these documents may be viewed at the City of Richmond’s website  (www.RichmondGov.com).

2.23
Indemnity
The Vendor shall indemnify, defend and hold harmless the City, its officers, agents and employees from and against any and all losses, liabilities, claims, damages and expenses (including court costs and reasonable attorneys’ fees) arising from any material default or breach by the Vendor of its obligations specified in this Contract, as well as all claims arising from errors, omissions, negligent acts or intentional acts of the Vendor, its officers, agents and employees.

2.24
Informalities
The City reserves the right to waive any informality in bids.  Bids making exceptions to terms and conditions included in this invitation may be considered, but preference may be given to those who do not make such exceptions.

2.25
Invoicing

The successful prepares shall submit invoices in five (5) copies identifying each item billed along with the Price Agreement Release Number, and Price Agreement Number.  

If utilizing a minority subcontractor, the contractor shall summarize what portion of the billed work was handled by a minority vendor.  At the end of the project, the contractor shall submit a summary of all payments made to the minority subcontractor.

2.26
Insurance

The Contractor shall provide and keep in full force and effect during the performance of the contract the kinds and amounts of insurance prescribed in this paragraph, and shall comply with all other provisions of this paragraph.  Such insurance shall be provided and kept in full force by insurance companies authorized to do business in the Commonwealth of Virginia and acceptable to the City.  The Contractor shall pay all premiums and other costs of such insurance.  It will be assumed that the consideration paid or to be paid to the Contractor for the performance of the contract includes the premiums and other costs of such insurance and that the City shall not be responsible therefore.  Each insurance Policy and Certificate of Insurance shall be signed by duly authorized representatives of such insurance companies, which shall be licensed to business in the Commonwealth of Virginia and shall be countersigned by duly authorized local agents of such companies. The certificates and evidence of coverage will be complete before the City signs the contract.
All Certificates of Insurance shall show the Contract Number.  The Contractor shall not be required to furnish the City with copies of the insurance contracts required by this paragraph unless requested from time to time by the Director of Procurement but the Contractor shall provide a Certificate of Insurance issued by such insurance companies in which the company shall irrevocably warrant that the insurance is provided to enable the Contractor to comply with and provide the required insurance provided. However, in no event shall the Insurance Contract be expanded to afford coverage which is greater than the maximum coverage approved for writing in the Commonwealth of Virginia, and that it will not be canceled or modified by the insurer for non-payment of premiums or otherwise unless at least ninety (90) days prior notice to that effect is given the Director of Procurement Services by registered mail, return receipt requested, anything in such Insurance Contract to the contrary notwithstanding; and that the Insurance Contract has been endorsed accordingly.  The City reserves the right to require, without cause, insurance in greater amounts than those set out below in this paragraph on any Contract, provided notice of such requirements is given prior to final acceptance of the Bid.  The insurance contract shall provide that the insolvency or bankruptcy of any of the insured shall not release the insurer from its obligation to satisfy claims otherwise within the coverage of such policies.

SCHEDULE OF INSURANCE COVERAGE

A. Commercial General Liability Insurance with a combined single limit of not less than $1,000,000 per occurrence.
B. Automobile Liability Insurance with a combined limit of not less than $1,000,000 per occurrence.
C. Statutory Workers’ Compensation and Employers’ Liability with the Alternate Employers Endorsement WC 000301. If any employee of the Contractor is not subject to the provisions of the Virginia Worker's Compensation Act, the Contractor shall nevertheless insure payment of the same compensation to such employee as is provided for by the Virginia Worker's Compensation Act.
D. Professional Errors and Omissions Insurance with limits of not less than $1,000,000 per occurrence.  (Submit only if applicable.)

E. Other insurance as required based upon the nature of the contract.



All insurance contracts shall name the City as an additional insured.

Further, the Vendor shall assume the entire responsibility and liability for any and all damages to persons or property caused by or resulting from or arising out of any negligent act or omission or any willful misconduct on the part of the Vendor, its subcontractors, agents or employees under or in connection with the Contract.  The Vendor shall hold harmless and indemnify the City and its agents, volunteers, servants, employees and officers from and against any and all claims, losses or expenses, including but not limited to court costs and reasonable attorney’s fees, which either or both of them may suffer, pay or incur as the result of claims or suits do to, arising out of or in connection with any and all such damage, real or alleged, to the extent caused by the Vendor’s negligence or willful misconduct.  The Vendor shall, upon written demand by the City, assume and defend at the Vendor’s sole expense any and all such suits or defense of claims.
2.27
Interchangeability of Terms
Where used in these solicitations the terms “bid” and “proposal” should be interpreted to have the same meaning unless the intent is clearly defined otherwise.

2.28

Licenses

Permits, and Fees. All bids submitted shall have included in price the cost of any business or professional licenses, permits or fees required by the City of Richmond or the Commonwealth of Virginia.

2.29
Minority Business Participation
It is the policy of the City of Richmond to encourage minority participation in all City Contracts.  To implement this policy, the City shall encourage minority participation through subcontracting, joint ventures, or other methods in contracting for services.  Up to twenty (20) points will be given to those proposals that have the most substantial degree of minority business enterprise participation.  In order to expedite the evaluation process, we have attached a Minority Business/Participation Commitment Form (MBE-1).  You should complete the Commitment Form, indicating the percentage of participation for this Request for Proposal.  The completed form should accompany the proposal or you will forfeit the twenty- (20) points given to minority participation in the criteria.  Minority subcontracting or joint venturing is an entirely separate item from your company's employment profile indicated on the HRC-2 form.

Vendors may contact the City’s Minority Business Enterprise Office at (804) 646-3985 for questions or clarifications on the reporting policy.

2.30
MBE Reporting Requirement
In cases where a minority sub-contractor(s) is used, vendor must indicate the percentage (%) of the invoiced amount that was performed by the minority vendor on the MBE-3 form available on the City’s website.  This form will be submitted to the Office of Minority Business Enterprise.

2.31

Mistakes in Bids

Bids may be withdrawn subject to all provisions and conditions for and outlined under City Code 22-48. If a bid is withdrawn under authority of this section, the next lowest bidder shall be deemed to be the low bidder on the project.
2.32

No Bid
Failure to acknowledge this Bid, either by quote or "NO BID" may result in your removal from the City's Bid List for this commodity or service. If unable to bid, please sign and return this form by return mail, advising reason for not submitting quotation.
2.33

Non-Discrimination
Non-discrimination. By acceptance of this order, the vendor agrees to abide by the Civil Rights Act of 1964, the American Disabilities Act of 1990, and City Code §§ 22.1-68 and 22.1-72.  The City of Richmond does not discriminate against faith-based organizations
2.34
Option to Renew
If appropriate to the services required, the City reserves the right to renew the contract at one-year increments up to but not to exceed four (4) consecutive renewal periods. At the time of renewal, the Contractor may request a review of prices based on sufficient justification and approved by the City of Richmond.  Such requests must be in writing and accompanied by sufficient documentation to support the requested price change.

2.35
Oral Explanations or Interpretations
If any person contemplating the submission of a bid/proposal on this solicitation is in doubt as to the true meaning of any part of the bid, specifications, plans, or other documents, he should submit a written request for an interpretation thereof to the City no later than seven days before the date set for receipt of bids/proposals.  An interpretation of the bid invitation document will be made only by addendum duly issued to each person receiving a bid invitation.  Oral explanations or interpretations of solicitation documents shall not be binding upon the City except or until reduced to written form by an official addendum.

2.36

Patents and Trademarks
By submission of bid, the bidder certifies that the merchandise to be furnished will not infringe any valid patent or trademark, and the successful bidder will, at its own expense, defend any and all actions or suits charging such infringement, and will save the City of Richmond, Virginia harmless in case of any such infringement
2.37
Personnel
The personnel designated in the management summary for key positions shall not be changed except with the permission of the City.  The City will only approve such change when, in its opinion, the substitute personnel have equal or greater qualifications and experience than those they replace.

2.38
Post Award
Following the selection and signing of a contract, the Procurement Officer will notify those offerors whose proposals are not selected of the name of the selected offeror.  Please keep in mind that it may take up to two months to award this contract.

2.39

Public Inspection of Records
Public inspection of procurement documents shall be in accordance with City Code §22.1-38.

2.40
Property of Work
Any work resulting from the award of this contract will become the sole property of the City of Richmond.  The successful offer shall not copyright any material and/or reports. And, upon request, the contracted vendor should turnover all work papers and related documents to the City.

2.41      Quantities

The quantities shown are estimates only and the city reserves the right to purchase only its requirements whatever the quantity may be, plus or minus, during the period specified


2.42
Return of Proposal
The City advises that all proposals submitted under this RFP will become the property of the City of Richmond and will not be returned.  However, if any portion of the proposal is marked "proprietary” and is highlighted, this portion can be returned after award of contract if requested, at the vendor’s expense.  Budgets and price quotations are considered public information in proposals submitted to the City.  Classifying budgets and price quotations as "proprietary" or "confidential" may render the proposal non-responsive.  Classifying aspects of the proposal that are not trade secrets or proprietary, may render the proposal non-responsive.

2.43
Rejection of Proposals
The City of Richmond reserves the right to reject any and all proposals. The City of Richmond reserves the right to negotiate with the selected offeror in order to best serve the needs of the City, in respect to both cost effectiveness as well as comprehensive program design.

2.44

Samples
Samples of items, if requested, shall be furnished without charge, upon request within 10 days. Failure on the part of the bidder to pride such samples within the specified time frame or to comply with these instructions may be cause to consider the bid as non-responsive.  If not destroyed and upon request at the time of submission, samples will be returned at the bidder’s expense.

2.45

Separate Invitations
Bid responses for separate bid invitations shall not be combined on the same form or placed in the same envelope.  Such bids may not be considered
2.46

Submission of Bids
Unless otherwise specified in the solicitation, the below provisions apply.  Packages containing bids should be sealed and marked in the lower left-hand corner with the invitation number, commodity classification, and date and hour of opening of bids.  Failure to do so may cause bid not to be considered.

Bids shall be submitted on the forms furnished.  Erasures or other changes in the bid must be annotated and initialed by the individual signing the bid.

Bids containing any conditions, omissions, unexplained erasures or alterations or items not called for on the bid sheet may be rejected by the City as being incomplete.

Bids submitted in pencil may be cause for rejection.

Should any additions or deductions or any changes in price and/or specifications be written or otherwise set forth on the outside of any sealed package purporting to contain a bid, such package shall be returned unopened to the bidder.

The City of Richmond is not responsible for the mishandling of any bid not properly identified on the outside of the package.

The City of Richmond is not responsible for bids delivered to places other than as indicated in the bid package.

2.47

Taxes

All bids shall be submitted exclusive of direct Federal, State and Local Taxes.  The City is exempt from payment of State Sales and Use Tax on all tangible personal property purchased or leased for its use or consumption.  Certificate of Exemption will be furnished upon request. However, if the bidder believes that certain taxes are properly payable by the city, it may list such taxes separately in each case directly below the respective item bid price.  Tax exemption certification will be furnished on request.

2.48
Terms of Contract
The term of the contract shall be for a period not to exceed one year. 

2.49
Travel Expenses
Travel expenses will be reimbursed at the prevailing City of Richmond rate(s).  This will only be paid if the contract allows for travel reimbursement.

2.50

Unit Pricing
Unless lump sum price is specifically requested, unit and extended prices should be given.  Failure to do so may cause bid not to be considered.  In case of error in extension of prices in the bid, the unit price shall govern.

2.51
Use of Brand Names
Where a brand or trade name appears in the specifications, it is understood that the brand or trade name referred to, or its approved equal, shall be furnished.  If, however, the bidder proposes similar but not identical items, it must furnish full particulars.  If no mention is made of any exceptions, it is assumed that it is bidding on the article mentioned and not an approved equal, and it will be required to deliver the exact article specified.
Section III

Attachments

3.1
Forms
1. Form, MBE (Optional - See Section 2.22 )

2. *Form, HRC-2 Form (Should be completed & submitted)

*Helpful Hints for Completion of HRC-2 Form

1. Type or use ink pen in completing this form.  Do not use pencil.

2. Complete form in its entirety.

3. Total all columns both down and across.

4. If you are using a certificate number and your profile has not changed, state “No Exceptions” on HRC-2 form.  If your profile has changed, complete the front of the form.

5. This form must be signed and submitted with the bid or proposal for your submittal to be responsive.

6. Policy:  If your company has fifteen (15) or more employees you must have at least ten percent (10%) minority employees.  White females are not to be included as minorities.

7. If your company does not have at least 10% minority employees, you may request a waiver in letterform with your bid or proposal.  A waiver request should be one or more of the following (with appropriate documentation):

· Demography of population

· Statistics showing lack of available minorities workers

· Statistics showing normal turnover ratio limits availability or job opportunities.



Vendor must take note of all of the above to be responsive.
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