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INSTRUCTIONS TO OFFERORS

It is the responsibility of each offeror to:

Follow the format required in the RFP when preparing your response. Provide responses in a clear and concise manner.

Provide complete answers/descriptions. Read and answer all questions and requirements. Proposals are evaluated based solely on the information and materials provided in your written response.

Use any forms provided, e.g., cover page, budget form, certification forms, etc.

Submit your response on time. Note all the dates and times listed in the Schedule of Events and within the document. Late proposals are never accepted.

The following items MUST be included in the response.

Failure to include ANY of these items may result in a nonresponsive determination.

(
Signed Cover Sheet

(
Signed Addenda (if appropriate) in accordance with Section 1.4.3

(
Correctly executed State of Montana "Affidavit for Trade Secret Confidentiality" form, if claiming information to be confidential or proprietary in accordance with Section 2.3.1.

(
In addition to a detailed response to all requirements within Sections 3, 4, and 5, offeror must acknowledge that it has read, understands, and will comply with each section/subsection listed below by initialing the line to the left of each. If offeror cannot meet a particular requirement, provide a detailed explanation next to that requirement.


Section 1, Introduction and Instructions



Section 2, RFP Standard Information



Section 3.1, Introduction


Section 3.2, Scope of Services



Section 3.3, General Contract Requirements/Specifications


Section 4.1, State's Right to Investigate and Reject



Section 6, Evaluation Process



Appendix A: Standard Terms and Conditions



Appendix B: Draft Contract



Appendix C: Client Reference Form



Appendix E: Building Specifications


Appendix F: Cleaning Specifications (Standards)



Appendix G: Montana Prevailing Wages Rates for Nonconstruction Services 2015

SCHEDULE OF EVENTS

EVENT
DATE
RFP Issue Date
April 17, 2015
Pre-Proposal Conference/Walk-Through
April 24, 2015
Deadline for Receipt of Written Questions
April 29, 2015
Deadline for Posting Written Responses to the State's Website
May 6, 2015
RFP Response Due Date
May 19, 2015
Offeror Interviews/Product Demonstrations
*May 27, 2015
Intended Date for Contract Award
*May 29, 2015
*The dates above identified by an asterisk are included for planning purposes. These dates are subject to change.
SECTION 1: INTRODUCTION AND INSTRUCTIONS
1.1
INTRODUCTION
The STATE OF MONTANA, Department of Administration, General Services Division, Facilities Management Bureau ("State") is seeking a contractor to provide janitorial services for a total of 18 State-owned buildings located on the Capitol Complex in Helena Montana. The overall responsibility of the contractor will be to coordinate, plan, manage, and perform janitorial activities described in Section 3 in order to maintain an acceptable appearance and a healthy environment for State facilities. It is the State’s intent to award all buildings in this RFP to one contractor.
A more complete description of the supplies and services to be provided is found in Section 3. 

1.2
CONTRACT PERIOD
The contract period is two years, beginning July 1, 2015 and ending June 30, 2017, inclusive. The parties may mutually agree to a renewal of this contract in one-year intervals, or any interval that is advantageous to the State. This contract, including any renewals, may not exceed a total of five years, at the State's option.

1.3
SINGLE POINT OF CONTACT

From the date this Request for Proposal (RFP) is issued until an offeror is selected and announced by the procurement officer, offerors shall not communicate with any state staff regarding this procurement, except at the direction of BONNY BELLING, the procurement officer in charge of the solicitation. Any unauthorized contact may disqualify the offeror from further consideration. Contact information for the single point of contact is:

Procurement Officer: Bonny Belling
Telephone Number: (406) 444-3322
Fax Number: (406) 444-2529
E-mail Address: bbelling@mt.gov
1.4
REQUIRED REVIEW

1.4.1 Review RFP. Offerors shall carefully review the entire RFP. Offerors shall promptly notify the procurement officer identified above via e-mail or in writing of any ambiguity, inconsistency, unduly restrictive specifications, or error that they discover. In this notice, the offeror shall include any terms or requirements within the RFP that preclude the offeror from responding or add unnecessary cost. Offerors shall provide an explanation with suggested modifications. The notice must be received by the deadline for receipt of inquiries set forth in Section 1.4.2. The State will determine any changes to the RFP. 

1.4.2 Form of Questions. Offerors having questions or requiring clarification or interpretation of any section within this RFP must address these issues via e-mail or in writing to the procurement officer listed above on or before Wednesday, April 29, 2015. Offerors are to submit questions using the Vendor RFP Question and Answer Form available on the OneStop Vendor Information website at: http://svc.mt.gov/gsd/OneStop/GSDDocuments.aspx or by calling (406) 444-2575. Clear reference to the section, page, and item in question must be included in the form. Questions received after the deadline may not be considered.
1.4.3 State's Response. The State will provide a written response by Wednesday, May 6, 2015 to all questions received by April 29, 2015. The State's response will be by written addendum and will be posted on the State's website with the RFP at http://svc.mt.gov/gsd/OneStop/SolicitationDefault.aspx by the close of business on the date listed.  Any other form of interpretation, correction, or change to this RFP will not be binding upon the State. Offerors shall sign and return with their RFP response an Acknowledgment of Addendum for any addendum issued. 

1.5
PRE-PROPOSAL CONFERENCE/WALK-THROUGH
A mandatory Pre-Proposal Conference/Walk-Through will be conducted at 1310 East Lockey, Room 105, Helena Montana on Friday, April 24, 2015 at 10:00 a.m. Offerors are encouraged to use this opportunity to ask clarifying questions, obtain a better understanding of the project, and to notify the State of any ambiguities, inconsistencies, or errors discovered upon examination of this RFP. All responses to questions during the Pre-Proposal Conference/Walk-Through will be oral and in no way binding on the State. Proposal responses from any offeror failing to participate in the Pre-Proposal Conference/Walk-Through will not be considered.
1.6
general requirements

1.6.1 Acceptance of Standard Terms and Conditions/Contract. By submitting a response to this RFP, offeror accepts the standard terms and conditions and contract set out in Appendices A and B, respectively. Much of the language included in the standard terms and conditions and contract reflects the requirements of Montana law.

Offerors requesting additions or exceptions to the standard terms and conditions, or to the contract terms, shall submit them to the procurement officer listed above by the date specified in Section 1.4.2. A request must be accompanied by an explanation why the exception is being sought and what specific effect it will have on the offeror's ability to respond to the RFP or perform the contract. The State reserves the right to address nonmaterial requests for exceptions to the standard terms and conditions and contract language with the highest scoring offeror during contract negotiation. 
The State shall identify any revisions to the standard terms and conditions and contract language in a written addendum issued for this RFP. The addendum will apply to all offerors submitting a response to this RFP. The State will determine any changes to the standard terms and conditions and/or contract. 

1.6.2 Resulting Contract. This RFP and any addenda, the offeror's RFP response, including any amendments, a best and final offer (if any), and any clarification question responses shall be incorporated by reference in any resulting contract.

1.6.3 Understanding of Specifications and Requirements. By submitting a response to this RFP, offeror acknowledges it understands and shall comply with the RFP specifications and requirements.

1.6.4 Offeror's Signature. Offeror's proposal must be signed in ink by an individual authorized to legally bind the offeror. The offeror's signature guarantees that the offer has been established without collusion. Offeror shall provide proof of authority of the person signing the RFP upon State's request.
1.6.5 Offer in Effect for 120 Calendar Days. Offeror agrees that it may not modify, withdraw, or cancel its proposal for a 120-day period following the RFP due date or receipt of best and final offer, if required.
1.7
Submitting a PrOPOSAL

1.7.1 Organization of Proposal. Offerors must organize their proposal into sections that follow the format of this RFP. Proposals should be bound, and must include tabbed dividers separating each section. Proposal pages must be consecutively numbered.

All subsections not listed in the "Instructions to Offerors" on page 3 require a response. Restate the section/subsection number and the text immediately prior to your written response.
Unless specifically requested in the RFP, an offeror making the statement "Refer to our literature…" or "Please see www…….com" may be deemed nonresponsive or receive point deductions. If making reference to materials located in another section of the proposal, specific page numbers and sections must be noted. 
The Evaluator/Evaluation Committee is not required to search through the proposal or literature to find a response.
1.7.2 Failure to Comply with Instructions. Offerors failing to comply with these instructions may be subject to point deductions. Further, the State may deem a proposal nonresponsive or disqualify it from further consideration if it does not follow the response format, is difficult to read or understand, or is missing requested information.
1.7.3 Multiple Proposals. Offerors may, at their option, submit multiple proposals. Each proposal shall be evaluated separately.
1.7.4 Price Sheets. Offerors must use the RFP Price Sheet found in Section 5 and Appendix D: Pricing Schedule to submit their cost/price. This price sheet will serve as the primary representation of offeror's cost/price. Offeror should include additional information as necessary to explain the offeror's cost/price. 

1.7.5 Copies Required and Deadline for Receipt of Proposals. Offerors must submit one original proposal and seven copies to the State Procurement Bureau. In addition, offerors must submit one electronic copy on compact disc (CD) or universal serial bus (USB) flash drive in Microsoft Word or portable document format (PDF). If any confidential materials are included in accordance with the requirements of Section 2.3.2, they must be submitted on a separate CD or USB flash drive.
each Proposal must be sealed and labeled on the outside of the package clearly indicating it is in response to RFP 15-2929J. Proposals must be received at the reception desk of the State Procurement Bureau prior to 2:00 p.m., Mountain Time, Tuesday, May 19, 2015. Offeror is solely responsible for assuring delivery to the reception desk by the designated time.
1.7.6 Facsimile Responses. A facsimile response to an RFP will ONLY be accepted on an exception basis with prior approval of the procurement officer and only if it is received in its entirety by the specified deadline. Responses to RFPs received after the deadline will not be considered.

1.7.7 Late Proposals. Regardless of cause, the State shall not accept late proposals. Such proposals will automatically be disqualified from consideration. Offeror may request the State return the proposal at offeror's expense or the State will dispose of the proposal if requested by the offeror. (See Administrative Rules of Montana (ARM) 2.5.509.)
1.8
COSTS/OWNERSHIP OF MATERIALS
1.8.1 State Not Responsible for Preparation Costs. Offeror is solely responsible for all costs it incurs prior to contract execution.
1.8.2 Ownership of Timely Submitted Materials. The State shall own all materials submitted in response to this RFP.
SECTION 2: RFP STANDARD INFORMATION

2.1
AUTHORITY

The RFP is issued under 18-4-304, Montana Code Annotated (MCA) and ARM 2.5.602. The RFP process is a procurement option allowing the award to be based on stated evaluation criteria. The RFP states the relative importance of all evaluation criteria. The State shall use only the evaluation criteria outlined in this RFP.
2.2
Offeror Competition
The State encourages free and open competition to obtain quality, cost-effective services and supplies. The State designs specifications, proposal requests, and conditions to accomplish this objective.
2.3
Receipt of Proposals and Public Inspection

2.3.1 Public Information. Subject to exceptions provided by Montana law, all information received in response to this RFP, including copyrighted material, is public information. Proposals will be made available for public viewing and copying shortly after the proposal due date and time. The exceptions to this requirement are: (1) bona fide trade secrets meeting the requirements of the Uniform Trade Secrets Act, Title 30, chapter 14, part 4, MCA, that have been properly marked, separated, and documented; (2) matters involving individual safety as determined by the State; and (3) other constitutional protections. See 18-4-304, MCA. The State provides a copier for interested parties' use at $0.10 per page. The interested party is responsible for the cost of copies and to provide personnel to do the copying. 

2.3.2 Procurement Officer Review of Proposals. Upon opening the proposals in response to this RFP, the procurement officer will review the proposals for information that meets the exceptions in Section 2.3.1, providing the following conditions have been met:

●
Confidential information (including any provided in electronic media) is clearly marked and separated from the rest of the proposal.

●
The proposal does not contain confidential material in the cost or price section.

●
An affidavit from the offeror's legal counsel attesting to and explaining the validity of the trade secret claim as set out in Title 30, chapter 14, part 4, MCA, is attached to each proposal containing trade secrets. Counsel must use the State of Montana "Affidavit for Trade Secret Confidentiality" form in requesting the trade secret claim. This affidavit form is available on the OneStop Vendor Information website at: http://svc.mt.gov/gsd/OneStop/GSDDocuments.aspx or by calling (406) 444-2575.
Information separated out under this process will be available for review only by the procurement officer, the evaluator/evaluation committee members, and limited other designees. Offerors shall pay all of its legal costs and related fees and expenses associated with defending a claim for confidentiality should another party submit a "right to know" (open records) request.
2.4
CLASSIFICATION AND EVALUATION OF PROPOSALS

2.4.1 Initial Classification of Proposals as Responsive or Nonresponsive. The State shall initially classify all proposals as either "responsive" or "nonresponsive" (ARM 2.5.602). The State may deem a proposal nonresponsive if: (1) any of the required information is not provided; (2) the submitted price is found to be excessive or inadequate as measured by the RFP criteria; or (3) the proposal does not meet RFP requirements and specifications. The State may find any proposal to be nonresponsive at any time during the procurement process. If the State deems a proposal nonresponsive, it will not be considered further.

2.4.2 Determination of Responsibility. The procurement officer will determine whether an offeror has met the standards of responsibility consistent with ARM 2.5.407. An offeror may be determined nonresponsible at any time during the procurement process if information surfaces that supports a nonresponsible determination. If an offeror is found nonresponsible, the procurement officer will notify the offeror by mail. The determination will be included within the procurement file.

2.4.3 Evaluation of Proposals. An evaluator/evaluation committee will evaluate all responsive proposals based on stated criteria and recommend an award to the highest scoring offeror. The evaluator/evaluation committee may initiate discussion, negotiation, or a best and final offer. In scoring against stated criteria, the evaluator/evaluation committee may consider such factors as accepted industry standards and a comparative evaluation of other proposals in terms of differing price and quality. These scores will be used to determine the most advantageous offering to the State. If an evaluation committee meets to deliberate and evaluate the proposals, the public may attend and observe the evaluation committee deliberations.

2.4.4 Completeness of Proposals. Selection and award will be based on the offeror's proposal and other items outlined in this RFP. Proposals may not include references to information such as Internet websites, unless specifically requested. Information or materials presented by offerors outside the formal response or subsequent discussion, negotiation, or best and final offer, if requested, will not be considered, will have no bearing on any award, and may result in the offeror being disqualified from further consideration.

2.4.5 Opportunity for Discussion/Negotiation and/or Oral Presentation/Product Demonstration. After receipt of proposals and prior to the recommendation of award, the procurement officer may initiate discussions with one or more offerors should clarification or negotiation be necessary. Offerors may also be required to make an oral presentation and/or product demonstration to clarify their RFP response or to further define their offer. In either case, offerors should be prepared to send qualified personnel to Helena, Montana, to discuss technical and contractual aspects of their proposal. Oral presentations and product demonstrations, if requested, shall be at the offeror's expense. 

2.4.6 Best and Final Offer. Under Montana law, the procurement officer may request a best and final offer if additional information is required to make a final decision. The State reserves the right to request a best and final offer based on price/cost alone. Please note that the State rarely requests a best and final offer on cost alone.
2.4.7 Evaluator/Evaluation Committee Recommendation for Contract Award. The evaluator/evaluation committee will provide a written recommendation for contract award to the procurement officer that contains the scores, justification, and rationale for the decision. The procurement officer will review the recommendation to ensure its compliance with the RFP process and criteria before concurring with the evaluator's/evaluation committee's recommendation.
2.4.8 Request for Documents Notice. Upon concurrence with the evaluator's/evaluation committee's recommendation, the procurement officer will request from the highest scoring offeror the required documents and information, such as insurance documents, contract performance security, an electronic copy of any requested material (e.g., proposal, response to clarification questions, and/or best and final offer), and any other necessary documents. Receipt of this request does not constitute a contract and no work may begin until a contract signed by all parties is in place. The procurement officer will notify all other offerors of the State's selection.

2.4.9 Contract Execution. Upon receipt of all required materials, a contract (Appendix B) incorporating the Standard Terms and Conditions (Appendix A), as well as the highest scoring offeror's proposal, will be provided to the highest scoring offeror for signature. The highest scoring offeror will be expected to accept and agree to all material requirements contained in Appendices A and B of this RFP. If the highest scoring offeror does not accept all material requirements, the State may move to the next highest scoring offeror, or cancel the RFP. Work under the contract may begin when the contract is signed by all parties.

2.5
STATE'S RIGHTS RESERVED
While the State has every intention to award a contract resulting from this RFP, issuance of the RFP in no way constitutes a commitment by the State to award and execute a contract. Upon a determination such actions would be in its best interest, the State, in its sole discretion, reserves the right to:

●
Cancel or terminate this RFP (18-4-307, MCA);

●
Reject any or all proposals received in response to this RFP (ARM 2.5.602);

●
Waive any undesirable, inconsequential, or inconsistent provisions of this RFP that would not have significant impact on any proposal (ARM 2.5.505);

●
Not award a contract, if it is in the State's best interest not to proceed with contract execution (ARM 2.5.602); or

●
If awarded, terminate any contract if the State determines adequate state funds are not available (18-4-313, MCA). 

SECTION 3: SCOPE OF SERVICES
All subsections of Section 3 not listed in the "Instructions to Offerors" on page 3 require a response. Restate the subsection number and the text immediately prior to your written response.

3.1
INTRODUCTION
The Department of Administration, General Services Division, Facilities Management Bureau (State) provides facility services to state agencies that include repair, maintenance, construction, energy management, space allocation, lease negotiation, security, emergency management coordination, janitorial services, recycling, pest control, and garbage collection. 
The State has 18 buildings with approximately 76,188 square feet in building space that require contracted janitorial services in this RFP. The Montana Historical Society has approximately 26,100 square feet of gallery floor space. (Wherever indicated, square footage is approximate only.) Each building is unique in its needs; additional information on each building can be found in Appendix E: Building Specifications.
The State is seeking one contractor to provide janitorial services for each of the buildings listed in Appendix E: Building Specifications and will be expected to provide all staff, equipment, tools, materials, supervision and other items and services necessary to perform the janitorial services as proposed. The required objective is to maintain the facility(s) in such a manner that the location provides a clean, healthy, and safe work environment for occupants and visitors of state-owned facilities. 
3.1.1 Pre-Work Meeting. A pre-work meeting will be held after contract award. This meeting will be held before the contractor begins services, if time allows; otherwise it will be held soon thereafter. This meeting is mandatory and will cover the contractual and technical aspects of the contract, as well as provide a question and answer forum.

3.2
SCOPE OF SERVICES

3.2.1 Work Schedule. All janitorial services will be performed Monday through Friday. For day cleaning, contractor will commence cleaning after 8:00 a.m. and will complete scheduled cleaning by no later than 5:00 p.m. that same day. For night cleaning, contractor will commence cleaning after 5:00 p.m. and will complete scheduled cleaning by no later than 2:00 a.m. the following morning.
The State reserves the right to make necessary scheduling changes when needed at no additional charge to the State. Work schedules are not subject to change without prior written approval from the State.
Cleaning for secure areas, computer rooms, etc. will be performed between 8:00 a.m. and 5:00 p.m. as these areas are locked at night. Privately locked storage areas, boiler rooms, machine rooms, etc., do not require janitorial service.

Contractor will notify the State of dates and time of day that monthly, quarterly, semi-annual or annual requirements commence and are completed in order for the State Contract Liaison to verify accomplishment of work.

It shall be the responsibility of the contractor to pick up "work requests" prior to 5:00 p.m., Monday through Friday, from the State Contract Liaison and verify completion of assigned work.

Contractor shall provide the State with a list of all staff working under the contract. This list shall include names, work schedules, and work locations of each staff member. Contractor shall provide the State with a revised list, within five calendar days, when any staff changes occur.

3.2.2 Cleaning Areas. Areas to be cleaned in each building include but are not limited to the following areas:
· lighting fixtures
· air-vents/registers (inside/outside)
· waste-receptacles (including cigarette disposal containers and recycling bins)
· restrooms
· locker rooms/showers
· entrance/lobby
· elevators
· corridors (including drinking fountains)
· stairwells
· landings
· garages/loading areas
· recycling
· rubbish/waste removal (to dumpster sites)
· conference/meeting rooms
· auditoriums
· staff offices
· floors
· interior windows (including window treatments such as blinds)
· furniture (tables, cabinets, work-surfaces, upholstery, etc.) 
3.2.3 Cleaning Duties. This list is not all-inclusive of the cleaning duties to be performed. Additional cleaning duties may be added as they are needed. Contractor shall perform cleaning duties using the specifications found in Appendix F: Cleaning Specifications (Standards) as a guideline.
· Carpet/Rug Care/Cleaning to include thorough vacuuming, spot cleaning, shampooing

· Floor Care/Cleaning to include dust/damp mopping, stripping, sealing, waxing and buffing

· Dusting

· Empty waste receptacles

· Restroom Cleaning to include showers, bathtubs
· Clean/disinfect drinking fountains
· Interior glass cleaning

· Empty any outside cigarette disposal containers

3.3
GENERAL CONTRACT REQUIREMENTS/SPECIFICATIONS
3.3.1 Contractor Notification. Contractor shall provide a local cell phone number, or other means of communication that will enable the contractor to attend to any emergency calls within one hour after original notification. This notification service will be manned 24 hours a day, 7 days a week.

3.3.2 Hazardous Conditions/Building Repairs. Contractor shall promptly notify the State Contract Liaison and applicable facility representatives, in writing, of needed repairs, and/or damage to soap and/or paper towel dispensers; as well as other damaged or malfunctioning fixtures and building appurtenances observed during the performance of services. Any item of a critical priority or emergency nature (i.e., burned out lights, loose railings, ceiling tiles, exposed wiring, broken windows, etc.) shall be verbally reported to the State Contract Liaison immediately upon discovery with written notification to follow.

Contractor shall be responsible for any building finishes or appurtenances soiled or damaged due to contractor’s operations. Contractor must clean, repair, replace, or restore the damages to a condition not less than that existing immediately prior to the damage without cost to the State. 

3.3.3 Building Security. Contractor will guarantee the security of the premises while performing contractor’s duties and while the premises are not occupied by an agent of the State.

a. Contractor will close and lock all windows, close all doors, and turn off all lights when cleaning is completed in an area. Lights can be turned on in areas actually being cleaned; other lights must be turned off to conserve energy.

b. Contractor will be responsible for securing the premises upon completion of the work. No door or window will remain unlocked. Contractor will be responsible for all keys in its possession and will be responsible for any lost keys and costs involving the change of any locks.
c. Only staff members of the contractor will be allowed in the building. No family members, friends or pets will be allowed access.
d. Contractor shall instruct its staff to call 444-3060 in the event of an emergency such as intruders, fire, leaking water, etc.
e. Assigned security identification badges are for use of the assigned individual only. Sharing of security identification badges is prohibited and may result in contract termination.
3.3.4 Contractor-Furnished Equipment. Contractor-furnished equipment will be the size and type best suited for accomplishing the various phases of work. Equipment will be suitable for operation from existing sources of State-furnished electrical power. Equipment considered by the State to be improper or dangerous to State-owned buildings and/or furnishings will be removed and replaced with satisfactory equipment by the contractor.

All cleaning equipment will receive proper care and maintenance thereby maintaining its full operating condition and will not mar or damage State-owned buildings and/or furnishings. All electrical equipment will be equipped with approved operable safety devices and not present a safety problem to contractor's cleaning staff, building occupants, buildings, and/or furnishings.

Contractor’s equipment used in office areas must not exceed the noise level of 68 decibels at 5 feet, which will be less disruptive to office workers.

Contractor must utilize cleaning equipment that meets with the approval of the State. The use of any powdered scouring cleansers is expressly prohibited. A complete listing of equipment and products to be used shall be submitted to the State Contract Liaison within 30 days after award of contract.

3.3.5 Janitorial Closets/Storage Rooms. Janitorial closets may be made available to the contractor without cost for storage of equipment, materials and supplies, at the discretion of the State. Contractor will be responsible for the safety, orderliness and cleanliness of the storage area. The State will not be responsible in any way for the contractor's supplies, materials, equipment, or personal belongings that may be damaged or lost by fire, theft, or accident. The storage space will be provided with doors and locks whenever possible. Equipment and supplies will only be kept in areas reserved for such equipment and supplies.

3.3.6 Supplies.  Contractor shall maintain a log of all cleaning and consumable supplies used per building. Contractor shall be responsible for the replacement of approved consumable dispensers including but not limited to: paper towel, bathroom tissue, and soap.
Contractor shall use, as much as possible, environmentally preferable "green" cleaning products in order to safeguard the health of cleaning staff, building occupants, the public, and the environment. 

"Environmentally preferable" products are those that have a lesser or reduced effect on human health and the environment when compared with competing products or services that serve the same purpose. Chemicals in cleaning products can be hazardous to health and costly to store and dispose of. Environmentally preferable cleaners have become more readily available at competitive prices and can replace more toxic products to the benefit of cleaning staff and building occupants as well as the environment. The State has included specifications that require some specific cleaning products meet the Green Seal Standard for Cleaning Products for Industrial and Institutional Use (GS-37).

The Green Seal Standard establishes environmental requirements for industrial and institutional general-purpose, bathroom, and glass cleaners. These cleaners are intended for routine cleaning of offices, institutions, warehouses, and industrial facilities. The compatibility of cleaners with surface materials is not specifically addressed in this standard. 
Therefore, the contractor should follow the manufacturer’s instructions on compatibility. The State encourages the contractor’s voluntary future use of other such products as they become available and reserves the right to address and/or require further use of environmentally preferable products throughout the course of the contract.
3.3.7 Environmentally Preferable "Green" Cleaning Products. The following cleaning products must meet Green Seal Standards as designated. Contractor will initiate the use of other environmentally preferable products as they become readily available at competitive prices and will work with the State over the course of the contract to introduce other environmentally preferable products. Green Seal Standards for the following products can be found at: http://www.greenseal.org/GreenBusiness/Standards.aspx.
· All general-purpose, bathroom, and glass cleaning products used in this contract must meet the Green Seal Standard for Cleaning Products for Industrial and Institutional Use (GS-37). 
· All floor-care products, finishes and strippers used in this contract must meet the Green Seal Standard for Floor-Care Products for Industrial and Institutional Use (GS-40). 

· All hand cleaners and hand soaps used in this contract must meet the Green Seal Standard for Hand Cleaners for Industrial and Institutional Use (GS-41). 
3.3.8 Environmentally Preferable Paper and Janitorial Products. Contractor will supply all paper towels and dispenser, bathroom tissue and dispenser, toilet seat covers, sanitary products, waste receptacle liners, soap and dispenser, bathroom deodorizers. The following products must meet Green Seal Standards as designated. 
· Paper towels, bathroom tissue, and toilet seat covers must meet the Green Seal Standard for Sanitary Paper Products (GS-1), http://www.greenseal.org/GreenBusiness/Standards.aspx. This guarantees 

a. paper towels contain 100% recovered materials and at least 40% post-consumer material by weight, 

b. bathroom tissue shall contain 100% recovered materials, including 20% post-consumer materials.

· Waste receptacle liners must meet or exceed existing EPA standards according to the following guidelines: waste receptacle liners – 10% – 100% recovered materials. 

3.3.9 Use of Hazardous Materials by Contractor. Because the existence of hazardous substances and contaminants in the work environment and in products used in the performance of this contract may pose a significant health hazard, the State requires that all activities performed under this contract be done in a manner to protect the health and safety of all persons and safeguard the environment.

Contractor, through cooperation with the State, is responsible to provide for the control and disposal of any and all hazardous substances and contaminants in a safe and environmentally sound manner, in compliance with all pertinent state and federal laws.

Contractor will provide the State with its current safety plan including hazardous materials training within 30 days after award of contract. The safety plan should address all hazardous materials used, M.S.D.S. sheets, proper clothing, storage, exposure, transportation, safety equipment, and approved methods for the management, handling and treatment of hazardous materials.

3.3.10 Confidentiality of Records. Contractor agrees that in all actions taken on behalf of the State under this contract, contractor shall observe and abide by all federal and state policies, statutes and regulations concerning confidentiality and privacy. 

Contractor and all staff will not inspect, view, peruse, copy, or examine any confidential material or documents. Should any violation or breach of this provision occur, such will constitute cause for immediate termination of the contract.

3.3.11 Emergency Services. Contractor may be requested to perform emergency services should the need arise. The State will determine whether an emergency condition exists. Contractor shall supply all labor, equipment, materials and supplies required to perform the emergency cleaning services. Any emergency services will be limited to less than $5,000 under this contract per incident. Estimated services greater than $5,000 will be competitively solicited as appropriate outside of this contract. Payment will be made based on estimated number of hours multiplied by the hourly rate listed within the contract. Charges will be put into writing to assure proper payment for services rendered.

3.3.12 Additional Services Performed. No claim for additional work performed or materials furnished by the contractor other than stated herein shall be allowed by the State unless it is ordered by the State in writing. Any addi​tional work accomplished or materials furnished by the contractor without a written order shall be at the contractor's risk, cost or expense. Contractor further agrees that unless a written order is receive​d, it will make no claim for liability or compensation for work or materials so fur​nished.

3.3.13 Stop Work Order. The State may, at any time, by written order to contractor require contractor to stop any or all parts of the work required by this contract for the period of time indicated by the State after the stop work order is delivered to contractor. The order must be specifically identified as a stop work order issued under this clause. Upon receipt of the order, contractor shall immediately comply with its terms and take all reasonable steps to minimize the incurrence of costs allocable to the work covered by the order during the period of work stoppage. If a stop work order issued under this clause is canceled or the period of the order or any extension expires, contractor shall resume work. 

3.3.14 Inspection by State. All services performed, equipment, materials, and supplies furnished or utilized in the performance of services, and workmanship in the performance of services will be subject to inspection and test by the State to the extent practicable at all times and places during the term of the contract. The State reserves the right to inspect a work area during any 24-hour period. Inspection of the service area is the responsibility of the State Contract Liaison. 

The State has the authority to point out any deficiencies to the contractor and require corrective measures in accordance with contract terms. The State shall retain the right to determine whether an adequate level of service and workmanship is being maintained. Any supervision, inspection, or complaints during the term of the contract shall be direct from or through the State Contract Liaison and is required to be in writing. Any services found not in conformity with contract requirements will be reported to the contractor or the Contractor Contract Liaison for appropriate action. Contractor will provide written follow-ups on concerns arising from building inspections.

3.3.15 Correction of Deficiencies. The State shall have the right to require the contractor re-perform any services not performed in accordance with contract requirements. Re-performed services shall be performed in accordance with contract requirements at no additional increase in total contract amount. If the re-performed services are not corrected according to contract requirements, the State shall have the right to:

· have the services performed according to contract requirements and deduct any costs incurred by the State directly related to the performance of such services, or 

· deduct from contractor’s monthly payment for any services required but not provided.

Contractor shall take all necessary steps to ensure future performances of services are in accordance with contract requirements.

Daily services not performed in accordance with contract requirements will be reported to the contractor for immediate corrective action and will be started, corrected or re-accomplished within one hour of the time the complaints(s) are reported to the contractor. 

Services other than daily services reported incomplete, defective, or not accomplished as scheduled will be reported to the contractor for immediate corrective action by the contractor and will be acceptably completed, corrected or re-accomplished within the time schedule as determined by the State.

A written report of deficiencies shall be filed and a copy given to the contractor for contractor's record and response. Contractor's written and signed response will be made a part of the file.
3.3.16 Adjustments Within Building(s). The State reserves the right to increase or decrease square footage totals, cleaning duties, or the number of occupants in the building that are included in this contract at any time during the contract period.
3.3.17 Safety. Contractor is required to strictly adhere to all safety precautions, regulations, and requirements. Safety shall be a top priority. Contractor is required to train its staff on how to properly handle materials, equipment, supplies, and processes to maximize the safety of the cleaning staff, the State staff, and of the general public within the facilities.

This includes, but is not limited to, ensuring all floor surfaces are not slippery, no trip hazards are left, no corrosive chemicals are left on surface, etc. Mops, brooms, or any equipment shall not be permitted in traffic lanes or other locations in such a manner as to create safety hazards by the cleaning staff. Contractor will provide, place or remove appropriate warning signs for wet or slippery floor areas caused by cleaning or waxing operations.

Contractor shall maintain suitable practices, methods, and procedures designed specifically for the prevention of accidents. All minimum safety standards and laws shall be strictly adhered to by the contractor.

In the event of an accident resulting from the negligence of the contractor, contractor shall be fully liable for injuries caused to affected persons and/or property. It is expected that the contractor will train its staff with respect to safety precautions and maintain a safe working environment on State premises. In the event of an accident, contractor will promptly notify the State Contract Liaison with written notification to immediately follow.
3.3.18 Contractor Staff.

a.
Contractor Staff Uniforms. In order for Capitol Security to identify contractor staff, contractor shall supply shirts (or other easily identifiable item of clothing) with the contractor’s company logo and/or name for all staff working in State-owned facilities. The clothing provided will be the responsibility of the staff to wear at all times while in State buildings and to keep them in a clean and pressed appearance. In addition, all staff will carry, and have available, some form of identification at all times.

b.
Security Clearance Requirements. The State requires that all contract staff cleaning State-owned facilities have a background investigation completed prior to performing work under this contract. Background investigations will consist of a Federal background check for those staff members working in Montana Department of Justice buildings and the State of Montana Data Center. Staff working in other agency buildings will undergo State background checks. Background check forms can be picked up at the General Services Division office located at 1310 East Lockey in Helena, Montana, and must be signed by authorized GSD staff. All background investigation results will be delivered to the General Services Division for review and evaluation. There will be a cost of $15 per background check for State background investigations, which Contractor is solely responsible for paying; federal background checks will be conducted at no cost.

c.
Trained Staff. Contractor is responsible for providing staff instructed and trained in all proper work methods and procedures. At a minimum, cleaning staff working under the resulting contract should have the following knowledge and abilities:

a. knowledge of standard methods, practices, tools, and equipment relative to the janitorial service; 

b. knowledge of occupational hazards, to include working with bloodborne pathogens, and safety rules; 

c. knowledge of the proper use of chemicals; 

d. ability to follow instructions; and 

e. ability to operate and use janitorial tools, equipment, and supplies such as floor buffers, vacuum cleaners, and cleaning compounds and solutions.
d.
Supervisors. Janitorial supervisors will be responsible for instructing and training contractor's staff in proper and specified work methods and procedures. Supervisors will direct, schedule, and coordinate all janitorial services and functions to completely accomplish the work as required by the contract. Supervisors will provide continuous inspection and supervision of the work during the entire time staff are located within the buildings. This means that a supervisor must be in a building with staff during the entire cleaning shift. Contractor or a competent representative will be available Monday through Friday of each week to receive information, instruction, or complaints regarding janitorial services.
3.3.19 Quality Control Program. Contractor shall establish a complete Quality Control Program for the performance requirements of this contract and shall provide a final copy to the State no later than 30 days after contract award. Contractor will maintain the quality control program throughout the contract performance; and, at any time upon verbal or written request, shall provide a copy to the State for review. State and contractor contract liaisons will review the Quality Control Program quarterly. The Quality Control Program shall include, at a minimum, the following:
a.
The name, qualifications (in resume format), duties, responsibilities, and authorities of each person(s) assigned a Quality Control (QC) function. If during the contract term, the designated QC person is replaced, this information shall be resubmitted to the State, for the replacement QC.

b.
An inspection system covering all work tasks to include supplies. A contractor-designed inspection check sheet shall be signed, by the cleaning staff and the contract liaison representative, on the last cleaning day of each month and be submitted, by the contractor, with the monthly invoices.

c.
Contractor shall maintain adequate records of all inspections made on cleaning staff to indicate, at a minimum, the nature (when, where, what) and number of inspections they made; the name of the inspector; the number, location, type of deficiencies found, and the corrective action taken for deficiencies.

d.
A method of identifying deficiencies in the quality of services performed before the level of performance becomes unacceptable. 

e.
Corrective action procedures for deficiencies and measures to prevent recurrence. The corrective actions will address the deficiency and an action to prevent future deficiencies. Additional inspection(s) are not considered a corrective action. The Quality Control Program shall be evaluated for adequacy and changed or updated by the contractor as a part of all corrective actions by the contractor.

3.4
PROVISION OF SERVICES
To enable the State to determine the capabilities of an offeror to provide the supplies and perform the services specified in the RFP, the offeror shall respond to the following regarding its ability to meet the State's requirements.

NOTE: Each item must be thoroughly addressed. Offerors taking exception to any requirements listed in this section may be found nonresponsive or be subject to point deductions.

3.4.1 Plan of Execution. (Section 3.2) Offerors shall develop a detailed, cost-effective Plan of Execution. This plan shall include at a minimum, the following information: 

a. proposed schedule of work for each building
b. manpower for each building 
c. supplies requirements for each building
d. Offeror may also provide additional cost-effective cleaning tasks, duties or options that increase the overall appearance and aesthetics of the buildings. 

3.4.2 Quality Control Mechanisms. (Section 3.3.19) Delivering high-quality janitorial services is essential to ensuring that State-owned buildings are being properly maintained. Offerors must explain and describe the quality control mechanisms that they will have in place for the duration of the contract to ensure that each building is being adequately cleaned and the requirements of the contract are being addressed. Offerors shall provide a draft copy of their Quality Control program with their response.
3.4.3 Cleaning Equipment. (Section 3.3.4) Offerors must provide a description of all equipment they intend to use to provide the proposed janitorial services and the benefits of using this type of equipment. Descriptions shall include the make, model, age and type of equipment to be used. In addition, offerors shall include their maintenance plan for all equipment.
3.4.4 Environmentally Preferable “Green” Cleaning Products. (Section 3.3.7) The State prefers the use of environmentally preferable “green” cleaning products. Offerors must list all “green” products they intend to use to provide the proposed janitorial services. Offerors shall provide in detail their Sustainability Plan.  
This plan should include at a minimum, offeror’s processes and procedures for the use of green cleaning chemicals, use of chemical concentrates and appropriate dilution systems, and sustainable cleaning materials.
3.4.5 Training. (Section 3.3.18, c.) Offerors must describe the training provided to their staff which should include at a minimum the following information: 
· standard methods, practices, tools, and equipment relative to the janitorial service; 

· occupational hazards, to include working with bloodborne pathogens, and safety rules; 

· proper use of chemicals; 

· the ability to follow instructions; and 

· the ability to operate and use janitorial tools, equipment, and supplies such as floor buffers, vacuum cleaners, and cleaning compounds and solutions.
SECTION 4: OFFEROR QUALIFICATIONS

All subsections of Section 4 not listed in the "Instructions to Offerors" on page 3 require a response. Restate the subsection number and the text immediately prior to your written response.

4.1
State's Right to Investigate and reject

The State may make such investigations as deemed necessary to determine the offeror's ability to provide the supplies and/or perform the services specified. The State reserves the right to reject a proposal if the information submitted by, or investigation of, the offeror fails to satisfy the State’s determination that the offeror is properly qualified to perform the obligations of the contract. This includes the State's ability to reject the proposal based on negative references.

4.2
OFFEROR QUALIFICATIONS

To enable the State to determine the capabilities of an offeror to provide the supplies and perform the services specified in the RFP, the offeror shall respond to the following regarding its ability to meet the State's requirements. THE RESPONSE, "(OFFEROR'S NAME) UNDERSTANDS AND WILL COMPLY," IS NOT APPROPRIATE FOR THIS SECTION.

NOTE: Each item must be thoroughly addressed. Offerors taking exception to any requirements listed in this section may be found nonresponsive or be subject to point deductions.
4.2.1 Client Reference Form. Offeror shall provide complete and separate Appendix C: Client Reference Form, for three references that are currently using or have previously used supplies and services of the type proposed in this RFP. The references may include state governments or businesses for whom the offeror, preferably within the last five years, has successfully completed janitorial services of the size and type proposed in this RFP. 
A responsible party of the organization for which the supplies and services were provided to the client (the offeror's customer) must provide the reference information and must sign and date the form. It is the offeror's responsibility to ensure that the completed forms are submitted with the proposal by the submission date, for inclusion in the evaluation process. 
Any Client Reference Forms that are not received or are not completed may adversely affect the offeror's score in the evaluation process. Client Reference Forms exceeding the specified number will not be considered. The State may contact the client references for validation of the information provided in the Client Reference Forms. If the State finds erroneous information, evaluation points may be deducted or the proposal may be rejected.
4.2.2 Company Profile and Experience. Offeror shall provide documentation establishing the individual or company submitting the proposal has the qualifications and experience to provide the supplies and services specified in this RFP, including, at a minimum:
· a detailed description of any similar past projects, to include any projects where the offeror increased quality standards while addressing costs, including the supply/service type and dates the supplies and/or services were provided;
· the client for whom the services were provided; and
· a general description of the firm including its primary source of business, organizational structure and size, number of employees, years of experience performing services similar to those described within this RFP
4.2.3 Resumes. A resume or summary of qualifications, work experience, education, and skills must be provided for all company owners and supervisors who will be performing any aspects of the contract. Include years of experience providing services similar to those required; education; and certifications where applicable. 
4.2.4 Oral Interview/Demonstrations. Offeror must be prepared to have the key staff assigned to this project complete a(n) oral interview/demonstration in Helena, Montana. The State reserves the right to have interviews/demonstrations from only the two highest scoring offerors at the State's discretion.
SECTION 5: COST PROPOSAL

All subsections of Section 5 not listed in the "Instructions to Offerors" on page 3 require a response. Restate the subsection number and the text immediately prior to your written response.

5.1
COST
5.1.1 Building Costs. In the table provided in Appendix D: Pricing Schedule, offerors will indicate the annual and monthly cost for years 1 and 2 of the contract. The amount entered into “Total Annual Cost” will represent offeror’s total annual cost for all 18 buildings and will be scored as described in Section 6. Offerors must provide a cost for all buildings. Failure to provide a cost for all buildings listed may result in disqualification of offeror’s response.
5.1.2 Cost Increase by Fixed Amount for Contract Years 3, 4, and 5.  After the contract's initial term and if the State agrees to a renewal, the parties may agree upon a cost increase for the remaining three years of the contract. Any cost increases for years 3, 4, and 5 of the contract must not exceed 1.5% per year. Cost increases for years 3, 4, and 5 will not be scored.
In Appendix D: Pricing Schedule, offerors may indicate a cost increase, if any, for years 3, 4, and 5 of the contract along with the monthly cost. 
5.1.3 Additional Services. Offerors shall provide pricing for the following items. These prices may be used to calculate increased quantities of services as needed for areas of service within the contract scope of work. 
Example: if contractor is cleaning 500 square feet of carpet in a building identified in the contract and 200 additional feet of carpet is installed in that same building, the State may request contractor clean the additional 200 square feet at the rate bid below for carpet cleaning. 
The State reserves the right to use these figures or secure outside bids.

Additional cleaning when required will be charged as follows:

a.
Stripping and floor finishing 


$

/ft2

b.
Carpet cleaning


(Including furniture removal)


$

/ft2

c.
Carpet spot cleaning
$

/ft2
d.
Additional Cleaning Services – Hourly Rate
$

per hour

e.
Emergency Services – Hourly Rate

$

per hour
SECTION 6: EVALUATION PROCESS
6.1
basis of Evaluation

The evaluator/evaluation committee will review and evaluate the offers according to the following criteria based on a total number of 2,000 points.

The Provision of Services, References, Company Profile and Experience, Resumes, and Oral Presentation/Product Demonstration/Interview portions of the proposal will be evaluated based on the following Scoring Guide. The Cost Proposal will be evaluated based on the formula set forth below.

SCORING GUIDE

In awarding points to the evaluation criteria, the evaluator/evaluation committee will consider the following guidelines:
Superior Response (95-100%): A superior response is an exceptional reply that completely and comprehensively meets all of the requirements of the RFP. In addition, the response may cover areas not originally addressed within the RFP and/or include additional information and recommendations that would prove both valuable and beneficial to the agency. 

Good Response (75-94%): A good response clearly meets all the requirements of the RFP and demonstrates in an unambiguous and concise manner a thorough knowledge and understanding of the project, with no deficiencies noted. 
Fair Response (60-74%): A fair response minimally meets most requirements set forth in the RFP. The offeror demonstrates some ability to comply with guidelines and requirements of the project, but knowledge of the subject matter is limited.

Failed Response (59% or less): A failed response does not meet the requirements set forth in the RFP. The offeror has not demonstrated sufficient knowledge of the subject matter.

COST PROPOSAL FORMULA

Lowest overall cost receives the maximum allotted points. All other proposals receive a percentage of the points available based on their cost relationship to the lowest. Example: Total possible points for cost are 200. Offeror A's cost is $20,000. Offeror B's cost is $30,000. Offeror A would receive 200 points. Offeror B would receive 134 points (($20,000/$30,000) = 67% x 200 points = 134).

Lowest Responsive Offer Total Cost
x
Number of available points = Award Points


This Offeror's Total Cost

6.2
EVALUATION CRITERIA

	
	Category
	Section of RFP
	Point Value

	
	
	

	
	Provision of Services
	Possible 1,110 points

	
	
	
	

	1. 
	Plan of Execution
	3.2
	800

	2. 
	Quality Control Mechanisms
	3.3.19
	100

	3. 
	Cleaning Equipment
	3.4.3
	100

	4. 
	Environmentally Preferable “Green” Cleaning Products
	3.3.7
	50

	5. 
	Training
	3.3.18 c.
	50

	
	
	

	
	References – Client Reference Forms
	Possible 90 points

	
	
	
	

	6. 
	Client Reference Form #1
	4.2.1
	30

	7. 
	Client Reference Form #2
	4.2.1
	30

	8. 
	Client Reference Form #3
	4.2.1
	30

	
	(24 possible points per reference)

Each reference will rate the offeror’s performance in six areas using the ratings below:
5:
Agree Strongly

3:
Agree

2:
Neutral

1: 
Disagree

0:
Failed
	
	

	
	
	

	
	Company Profile and Experience
	Possible 50 points

	
	
	
	

	9. 
	Company Profile and Experience
	4.2.2
	50

	
	
	

	
	Resumes
	Possible 50 points

	
	
	
	

	10. 
	Qualifications – Company Owners and Supervisors
	4.2.3
	50

	
	
	

	
	Oral Interviews/Demonstrations
	Possible 300 points

	
	
	
	

	11. 
	Oral Interview
	4.2.4
	200

	12. 
	Product Demonstration
	4.2.4
	100

	
	
	
	

	
	Cost Proposal
	Possible 400 points

	
	
	
	

	13. 
	Cost Proposal
	5.0
	400


6.3
ORAL INTERVIEWS/DEMONSTRATIONS
An oral interview/demonstration will be conducted in Helena, Montana (at a date and site to be determined later) from only the two highest scoring offerors. The oral interview/demonstration will last approximately two hours. 

Offerors will be given an opportunity at the beginning of the interview to give a presentation of up to 15 minutes for introductions and company and solution overview. The State reserves the right to ask questions throughout this session. Offeror must provide the State with paper copies of any presentation materials that are used during the interview. Prior to the session, the offeror must provide a list of names of all staff attending the session with corporate position titles, tenure with the corporation, and relationship to the project. 

All costs associated with the oral interview/demonstration, including travel, equipment, supplies, etc. are the responsibility of the offeror.
	Interview:

	1.
	Offeror’s recruitment and retention process
	50 points

	2.
	Training process
	60 points

	3.
	Company philosophy (customer service, pride in work, internal controls for insuring a quality job, etc.)
	50 points

	4.
	Offeror’s safety standards for its cleaning staff, building occupants and the public
	30 points

	5.
	Day versus night cleaning. Advantages and disadvantages?
	10 points


	Demonstration:

	1.
	Offeror’s company uniforms. Offeror shall display its company uniform.
	15 points

	2.
	Floor care to include: carpet and hard surfaces, including ceramic and terrazzo tile. Offeror should be prepared to discuss the best option for cleaning tile, ceramic and terrazzo. Offeror should be prepared to demonstrate its vacuuming equipment that will be used in the contract and discuss how it works and why it is the best option. 
	35 points

	3.
	Shampoo process. Offeror can provide a printout instead of the actual vacuum. If a printout, should include a description of how it works and why it is best option.
	25 points

	4.
	Green cleaners and Green Cleaning Practices - a description of offeror’s experience and success in the use of green cleaners. Discuss the benefits of Green cleaners - how are they better for office environment?
	25 points


APPENDIX A: STANDARD TERMS AND CONDITIONS
Standard Terms and Conditions
By submitting a response to this invitation for bid, request for proposal, limited solicitation, or acceptance of a contract, the vendor agrees to acceptance of the following Standard Terms and Conditions and any other provisions that are specific to this solicitation or contract. 

ACCEPTANCE/REJECTION OF BIDS, PROPOSALS, OR LIMITED SOLICITATION RESPONSES: The State reserves the right to accept or reject any or all bids, proposals, or limited solicitation responses, wholly or in part, and to make awards in any manner deemed in the best interest of the State. Bids, proposals, and limited solicitation responses will be firm for 30 days, unless stated otherwise in the text of the invitation for bid, request for proposal, or limited solicitation.

ALTERATION OF SOLICITATION DOCUMENT: In the event of inconsistencies or contradictions between language contained in the State’s solicitation document and a vendor’s response, the language contained in the State’s original solicitation document will prevail. Intentional manipulation and/or alteration of solicitation document language will result in the vendor’s disqualification and possible debarment.

DEBARMENT: Contractor certifies, by submitting this bid or proposal, that neither it nor its principals are presently debarred, suspended, proposed for debarment, declared ineligible, or voluntarily excluded from participation in this transaction (contract) by any governmental department or agency. If Contractor cannot certify this statement, attach a written explanation for review by the State.

FACSIMILE RESPONSES: Facsimile responses will be accepted for invitations for bids, small purchases, or limited solicitations ONLY if they are completely received by the State Procurement Bureau prior to the time set for receipt. Bids, or portions thereof, received after the due time will not be considered. Facsimile responses to requests for proposals are ONLY accepted on an exception basis with prior approval of the procurement officer.
FAILURE TO HONOR BID/PROPOSAL: If a bidder/offeror to whom a contract is awarded refuses to accept the award (PO/contract) or fails to deliver in accordance with the contract terms and conditions, the department may, in its discretion, suspend the bidder/offeror for a period of time from entering into any contracts with the State of Montana.

LATE BIDS AND PROPOSALS: Regardless of cause, late bids and proposals will not be accepted and will automatically be disqualified from further consideration. It shall be solely the vendor’s risk to ensure delivery at the designated office by the designated time. Late bids and proposals will not be opened and may be returned to the vendor at the expense of the vendor or destroyed if requested.

RECIPROCAL PREFERENCE: The State of Montana applies a reciprocal preference against a vendor submitting a bid from a state or country that grants a residency preference to its resident businesses. A reciprocal preference is only applied to an invitation for bid for supplies or an invitation for bid for nonconstruction services for public works as defined in section 18-2-401(9), MCA, and then only if federal funds are not involved. For a list of states that grant resident preference, see http://gsd.mt.gov/ProcurementServices/preferences.mcpx.

SOLICITATION DOCUMENT EXAMINATION: Vendors shall promptly notify the State of any ambiguity, inconsistency, or error which they may discover upon examination of a solicitation document.

APPENDIX B: DRAFT CONTRACT

JANITORIAL SERVICES – CAPITOL COMPLEX
DOA15-2929J
THIS CONTRACT is entered into by and between the State of Montana, (insert agency name), (State), whose address and phone number are (insert address), (insert phone number) and (insert name of contractor), (Contractor), whose address and phone number are (insert address) and (insert phone number).

1.
EFFECTIVE DATE, DURATION, AND RENEWAL

1.1 Contract Term. The contract’s initial term is July 1, 2015 through June 30, 2017, unless terminated earlier as provided in this contract. In no event is this contract binding on the State unless the State’s authorized representative has signed it. The legal counsel signature approving legal content of the contract and the procurement officer signature approving the form of the contract do not constitute an authorized signature.

1.2 Contract Renewal. The State may renew this contract under its then-existing terms and conditions (subject to potential cost adjustments described below in section 2) in one-year intervals, or any interval that is advantageous to the State. This contract, including any renewals, may not exceed a total of five years. 

2.
COST ADJUSTMENTS

Cost Adjustments Negotiated Based on Changes in Contractor's Costs. After the contract’s initial term and if the State agrees to a renewal, the parties may negotiate cost adjustments at the time of contract renewal. Any cost increases must be based on demonstrated industrywide or regional increases in Contractor's costs. The State is not obligated to agree upon a renewal or a cost increase. 
3.
SERVICES AND/OR SUPPLIES

Contractor shall provide the State the following (insert a detailed description of the supplies, services, etc., to be provided to correspond to the requirements specified in the Scope of Project as listed in the solicitation).

4.
WARRANTY OF SERVICES
Contractor warrants that the services provided conform to the contract requirements, including all descriptions, specifications and attachments made a part of this contract. The State’s acceptance of services provided by Contractor shall not relieve Contractor from its obligations under this warranty. In addition to its other remedies under this contract, at law, or in equity, the State may, at Contractor's expense, require prompt correction of any services failing to meet Contractor's warranty herein. Services corrected by Contractor shall be subject to all the provisions of this contract in the manner and to the same extent as services originally furnished. 
5.
CONSIDERATION/PAYMENT
5.1 Payment Schedule. In consideration of the janitorial services to be provided, the State shall pay Contractor according to the following schedule: (insert pay schedule).

5.2 Withholding of Payment. In addition to its other remedies under this contract, at law, or in equity, the State may withhold payments to Contractor if Contractor has breached this contract. 
Such withholding may not be greater than, in the aggregate, 15% of the total value of the subject statement of work or applicable contract.

5.3 Payment Terms. Unless otherwise noted in the solicitation document, the State has thirty (30) days to pay invoices, as allowed by 17-8-242, MCA. Contractor shall provide banking information at the time of contract execution in order to facilitate the State’s electronic funds transfer payments.

5.4 Reference to Contract. The contract number MUST appear on all invoices, packing lists, packages, and correspondence pertaining to the contract. If the number is not provided, the State is not obligated to pay the invoice.

6.
PREVAILING WAGE REQUIREMENTS

6.1 Montana Resident Preference. The nature of the work performed, or services provided, under this contract meets the statutory definition of a "public works contract" in 18-2-401, MCA. Unless superseded by federal law, Montana law requires that contractors and subcontractors give preference to the employment of Montana residents for any public works contract in excess of $25,000 for construction or nonconstruction services. Contractor shall abide by the requirements set out in 18-2-401 through 18-2-432, MCA, and all administrative rules adopted under these statutes. 
The Commissioner of the Montana Department of Labor and Industry has established the resident requirements in accordance with 18-2-403 and 18-2-409, MCA. Any and all questions concerning prevailing wage and Montana resident issues should be directed to the Montana Department of Labor and Industry.

6.2 Standard Prevailing Rate of Wages. In addition, unless superseded by federal law, all employees working on a public works contract must be paid prevailing wage rates in accordance with 18-2-401 through 18-2-432, MCA, and all associated administrative rules. Montana law requires that all public works contracts, as defined in 18-2-401, MCA, in which the total cost of the contract is greater than $25,000, contain a provision stating for each job classification the standard prevailing wage rate, including fringe benefits, travel, per diem, and zone pay that the contractors, subcontractors, and employers shall pay during the public works contract. 
Because this contract has an initial term of 24 months with optional renewals, this contract is subject to the 3% adjustment when the contract length becomes more than 30 months. The 3% rate increase becomes effective upon the first renewal, and the 3% is paid starting in the third year of the contract beginning with the 25th month. The adjustment must be made and applied every 12 months for the term of the contract. This adjustment is the sole responsibility of Contractor and no cost adjustment in this contract will be allowed to fulfill this requirement.

6.3 Notice of Wages and Benefits. Furthermore, 18-2-406, MCA, requires that all contractors, subcontractors, and employers who are performing work or providing services under a public works contract post in a prominent and accessible site on the project staging area or work area, no later than the first day of work and continuing for the entire duration of the contract, a legible statement of all wages and fringe benefits to be paid to the employees in compliance with 18-2-423, MCA.

6.4 Wage Rates, Pay Schedule, and Records. 18-2-423, MCA, requires that employees receiving an hourly wage must be paid on a weekly basis. Each contractor, subcontractor, and employer shall maintain payroll records in a manner readily capable of being certified for submission under 18-2-423, MCA, for not less than three years after the contractor's, subcontractor's, or employer's completion of work on the public works contract. 
The Commissioner of the Montana Department of Labor and Industry has established the standard prevailing rate of wages in accordance with 18-2-401 and 18-2-402, MCA, for Janitors and Cleaners – District 2 to be $11.45 per hour, plus a benefit rate of $4.43.

7.
ACCESS AND RETENTION OF RECORDS
7.1 Access to Records. Contractor shall provide the State, Legislative Auditor, or their authorized agents access to any records necessary to determine contract compliance. The State may terminate this contract under section 16, without incurring liability, for the Contractor’s refusal to allow access as required by this section. (18-1-118, MCA.)

7.2 Retention Period. Contractor shall create and retain all records supporting the janitorial services provided for a period of eight years after either the completion date of this contract or termination of the contract. 
8.
ASSIGNMENT, TRANSFER, AND SUBCONTRACTING
Contractor may not assign, transfer, or subcontract any portion of this contract without the State's prior written consent. (18-4-141, MCA.) Contractor is responsible to the State for the acts and omissions of all subcontractors or agents and of persons directly or indirectly employed by such subcontractors, and for the acts and omissions of persons employed directly by Contractor. No contractual relationships exist between any subcontractor and the State under this contract.

9.
HOLD HARMLESS/INDEMNIFICATION
Contractor agrees to protect, defend, and save the State, its elected and appointed officials, agents, and employees, while acting within the scope of their duties as such, harmless from and against all claims, demands, causes of action of any kind or character, including the cost of defense thereof, arising in favor of Contractor's employees or third parties on account of bodily or personal injuries, death, or damage to property arising out of services performed or omissions of services or in any way resulting from the acts or omissions of Contractor and/or its agents, employees, representatives, assigns, subcontractors, except the sole negligence of the State, under this contract.

10.
REQUIRED INSURANCE
10.1 General Requirements. Contractor shall maintain for the duration of this contract, at its cost and expense, insurance against claims for injuries to persons or damages to property, including contractual liability, which may arise from or in connection with the performance of the work by Contractor, agents, employees, representatives, assigns, or subcontractors. This insurance shall cover such claims as may be caused by any negligent act or omission. 
10.2 Primary Insurance. Contractor's insurance coverage shall be primary insurance with respect to the State, its officers, officials, employees, and volunteers and shall apply separately to each project or location. Any insurance or self-insurance maintained by the State, its officers, officials, employees, or volunteers shall be excess of Contractor's insurance and shall not contribute with it.

10.3 Specific Requirements for Commercial General Liability. Contractor shall purchase and maintain occurrence coverage with combined single limits for bodily injury, personal injury, and property damage of $1,000,000 per occurrence and $2,000,000 aggregate per year to cover such claims as may be caused by any act, omission, or negligence of Contractor or its officers, agents, representatives, assigns, or subcontractors. 
The State, its officers, officials, employees, and volunteers are to be covered and listed as additional insureds for liability arising out of activities performed by or on behalf of Contractor, including the insured's general supervision of Contractor, products, and completed operations, and the premises owned, leased, occupied, or used.

10.4 Deductibles and Self-Insured Retentions. Any deductible or self-insured retention must be declared to and approved by the State. At the request of the State either: (1) the insurer shall reduce or eliminate such deductibles or self-insured retentions as respects the State, its officers, officials, employees, or volunteers; or (2) at the expense of Contractor, Contractor shall procure a bond guaranteeing payment of losses and related investigations, claims administration, and defense expenses.

10.5 Certificate of Insurance/Endorsements. A certificate of insurance from an insurer with a Best's rating of no less than A- indicating compliance with the required coverages, has been received by the State Procurement Bureau, P.O. Box 200135, Helena, MT 59620-0135. Contractor must notify the State immediately of any material change in insurance coverage, such as changes in limits, coverages, change in status of policy, etc. The State reserves the right to require complete copies of insurance policies at all times.

11.
COMPLIANCE WITH WORKERS' COMPENSATION ACT
Contractor shall comply with the provisions of the Montana Workers' Compensation Act while performing work for the State of Montana in accordance with 39-71-401, 39-71-405, and 39-71-417, MCA. Proof of compliance must be in the form of workers' compensation insurance, an independent contractor's exemption, or documentation of corporate officer status. Neither Contractor nor its employees are State employees. This insurance/exemption must be valid for the entire contract term and any renewal. Upon expiration, a renewal document must be sent to the State Procurement Bureau, P.O. Box 200135, Helena, MT 59620-0135.

12.
COMPLIANCE WITH LAWS
Contractor shall, in performance of work under this contract, fully comply with all applicable federal, state, or local laws, rules, and regulations, including but not limited to, the Montana Human Rights Act, the Civil Rights Act of 1964, the Age Discrimination Act of 1975, the Americans with Disabilities Act of 1990, and Section 504 of the Rehabilitation Act of 1973. The Contractor is the employer for the purpose of providing healthcare benefits and paying any applicable penalties, fees and taxes under the Patient Protection and Affordable Care Act [P.l. 111-148, 124 Stat. 119]. Any subletting or subcontracting by Contractor subjects subcontractors to the same provisions. In accordance with 49-3-207, MCA, Contractor agrees that the hiring of persons to perform this contract will be made on the basis of merit and qualifications and there will be no discrimination based upon race, color, religion, creed, political ideas, sex, age, marital status, physical or mental disability, or national origin by the persons performing this contract.

13.
DISABILITY ACCOMMODATIONS
The State does not discriminate on the basis of disability in admission to, access to, or operations of its programs, services, or activities. Individuals who need aids, alternative document formats, or services for effective communications or other disability related accommodations in the programs and services offered are invited to make their needs and preferences known to this office. Interested parties should provide as much advance notice as possible.

14.
REGISTRATION WITH THE SECRETARY OF STATE
Any business intending to transact business in Montana must register with the Secretary of State. Businesses that are incorporated in another state or country, but which are conducting activity in Montana, must determine whether they are transacting business in Montana in accordance with 35-1-1026 and 35-8-1001, MCA. Such businesses may want to obtain the guidance of their attorney or accountant to determine whether their activity is considered transacting business.

If businesses determine that they are transacting business in Montana, they must register with the Secretary of State and obtain a certificate of authority to demonstrate that they are in good standing in Montana. To obtain registration materials, call the Office of the Secretary of State at (406) 444-3665, or visit their website at http://sos.mt.gov.

15.
CONTRACT PERFORMANCE ASSURANCE
Contract Performance Security – All Forms Accepted. Contractor shall provide contract performance security based upon 25% of the contract total.
Contractor shall provide the contract performance security in one of the following forms, within 10 working days from the Request for Documents Notice. ONLY THE FOLLOWING TYPES OF SECURITY ARE ACCEPTABLE AND MUST BE IN ORIGINAL FORM. FACSIMILE, ELECTRONIC, OR PHOTOCOPIES ARE NOT ACCEPTABLE. Personal or business checks are not acceptable.

· A sufficient bond from a surety company licensed in Montana with a Best's rating of no less than A- and supplied on the State of Montana's designated form entitled "Contract Performance Bond," found at http://svc.mt.gov/gsd/OneStop/GSDDocuments.aspx; or

· Lawful money of the United States; or

· An irrevocable letter of credit from a single financial institution and supplied on the State of Montana's designated form entitled "Irrevocable Letter of Credit," found at http://svc.mt.gov/gsd/OneStop/GSDDocuments.aspx; or

· A cashier's check, certified check, bank money order, bank draft, certificate of deposit, or money market certificate drawn or issued by a federally or state-chartered bank or savings and loan association that is insured by, or for which insurance is administered by the FDIC, or that is drawn and issued by a credit union insured by the National Credit Union Share Insurance Fund. Certificates of deposit or money market certificates will not be accepted as security for bid, proposal, or contract security unless the certificates are assigned only to the State. All interest income from these certificates must accrue only to Contractor and not the State. 
See Title 18, chapter 4, part 3, MCA; Title 30, chapter 5, MCA; and ARM 2.5.502.

This contract performance security must remain in effect for the entire term of this contract, including all contract renewals. 
The contract performance security in the form of a (insert form) has been provided to the following address: State Procurement Bureau, P.O. Box 200135, Helena, MT 59620-0135.

16.
CONTRACT TERMINATION
16.1 Termination for Cause with Notice to Cure Requirement. The State may terminate this contract in whole or in part for Contractor’s failure to materially perform any of the services, duties, terms, or conditions contained in this contract after giving Contractor written notice of the stated failure. The written notice must demand performance of the stated failure within a specified period of time of not less than 30 days. If the demanded performance is not completed within the specified period, the termination is effective at the end of the specified period. 
16.2 Termination for Convenience. The State may, by written notice to Contractor, terminate this contract without cause and without incurring liability to Contractor. The State shall give notice of termination to Contractor at least 30 days before the effective date of termination. The State shall pay Contractor only that amount, or prorated portion thereof, owed to Contractor up to the date the State's termination takes effect. This is Contractor's sole remedy. The State shall not be liable to Contractor for any other payments or damages arising from termination under this section, including but not limited to general, special, or consequential damages such as lost profits or revenues.

16.3 Termination for Cause with Notice to Cure Requirement. Contractor may terminate this contract for the State’s failure to perform any of its duties under this contract after giving the State written notice of the failure. 
The written notice must demand performance of the stated failure within a specified period of time of not less than 30 days. If the demanded performance is not completed within the specified period, the termination is effective at the end of the specified period.

16.4 Reduction of Funding. The State must by law terminate this contract if funds are not appropriated or otherwise made available to support the State's continuation of performance of this contract in a subsequent fiscal period. (18-4-313(4), MCA.) If state or federal government funds are not appropriated or otherwise made available through the state budgeting process to support continued performance of this contract (whether at an initial contract payment level or any contract increases to that initial level) in subsequent fiscal periods, the State shall terminate this contract as required by law. The State shall provide Contractor the date the State's termination shall take effect. The State shall not be liable to Contractor for any payment that would have been payable had the contract not been terminated under this provision. As stated above, the State shall be liable to Contractor only for the payment, or prorated portion of that payment, owed to Contractor up to the date the State's termination takes effect. This is Contractor's sole remedy. The State shall not be liable to Contractor for any other payments or damages arising from termination under this section, including but not limited to general, special, or consequential damages such as lost profits or revenues.

17.
EVENT OF BREACH – REMEDIES

17.1 Event of Breach by Contractor. Any one or more of the following Contractor acts or omissions constitute an event of material breach under this contract:

· products or services furnished fail to conform to any requirement; 

· failure to submit any report required by this contract; 

· failure to perform any of the other terms and conditions of this contract, including but not limited to beginning work under this contract without prior State approval or breaching section 22.1 obligations; or

· voluntary or involuntary bankruptcy or receivership.

17.2 Event of Breach by State. The State’s failure to perform any material terms or conditions of this contract constitutes an event of breach.

17.3 Actions in Event of Breach. Upon Contractor’s material breach, the State may:

· terminate this contract under section 16 and pursue any of its remedies under this contract, at law, or in equity; or

· treat this contract as materially breached and pursue any of its remedies under this contract, at law, or in equity.

Upon the State’s material breach, Contractor may:

· terminate this contract under section 16 and pursue any of its remedies under this contract, at law, or in equity; or

· treat this contract as materially breached and, except as the remedy is limited in this contract, pursue any of its remedies under this contract, at law, or in equity.
18.
FORCE MAJEURE
Neither party is responsible for failure to fulfill its obligations due to causes beyond its reasonable control, including without limitation, acts or omissions of government or military authority, acts of God, materials shortages, transportation delays, fires, floods, labor disturbances, riots, wars, terrorist acts, or any other causes, directly or indirectly beyond the reasonable control of the nonperforming party, so long as such party uses its best efforts to remedy such failure or delays. A party affected by a force majeure condition shall provide written notice to the other party within a reasonable time of the onset of the condition. In no event, however, shall the notice be provided later than five working days after the onset. 
If the notice is not provided within the five-day period, then a party may not claim a force majeure event. A force majeure condition suspends a party’s obligations under this contract, unless the parties mutually agree that the obligation is excused because of the condition. 
19.
WAIVER OF BREACH

Either party’s failure to enforce any contract provisions after any event of breach is not a waiver of its right to enforce the provisions and exercise appropriate remedies if the breach occurs again. Neither party may assert the defense of waiver in these situations. 
20.
CONFORMANCE WITH CONTRACT
No alteration of the terms, conditions, delivery, price, quality, quantities, or specifications of the contract shall be granted without the State Procurement Bureau’s prior written consent. Product or services provided that do not conform to the contract terms, conditions, and specifications may be rejected and returned at Contractor’s expense. 
21. 
LIAISONS AND SERVICE OF NOTICES
21.1 Contract Liaisons. All project management and coordination on the State's behalf must be through a single point of contact designated as the State's liaison. Contractor shall designate a liaison that will provide the single point of contact for management and coordination of Contractor's work. All work performed under this contract must be coordinated between the State's liaison and Contractor's liaison.


 is the State's liaison.

(Address):

(City, State, ZIP):

Telephone: 

Cell Phone: 

Fax:

E-mail: 


 is Contractor's liaison.

(Address):

(City, State, ZIP):

Telephone: 

Cell Phone: 

Fax:

E-mail: 

21.2 Notifications. The State's liaison and Contractor's liaison may be changed by written notice to the other party. Written notices, requests, or complaints must first be directed to the liaison. Notice may be provided by personal service, mail, or facsimile. If notice is provided by personal service or facsimile, the notice is effective upon receipt; if notice is provided by mail, the notice is effective within three business days of mailing. A signed and dated acknowledgement of the notice is required of both parties. 

21.3 Identification/Substitution of Staff. The staff identified or described in Contractor's proposal shall perform the services provided for the State under this contract. Contractor agrees that any staff substituted during the term of this contract must be able to conduct the required work to industry standards and be equally or better qualified than the staff originally assigned. The State reserves the right to approve Contractor staff assigned to work under this contract and any changes or substitutions to such staff. The State's approval of a substitution will not be unreasonably withheld. This approval or disapproval shall not relieve Contractor to perform and be responsible for its obligations under this contract. 
The State reserves the right to require Contractor staff replacement. If Contractor staff becomes unavailable, Contractor shall provide an equally qualified replacement in time to avoid delays to the work plan.
22.
MEETINGS
22.1 Technical or Contractual Problems. Contractor shall meet with the State's staff, or designated representatives, to resolve technical or contractual problems occurring during the contract term or to discuss the progress made by Contractor and the State in the performance of their respective obligations, at no additional cost to the State. The State may request the meetings as problems arise and will be coordinated by the State. The State shall provide Contractor a minimum of three full working days notice of meeting date, time, and location. Face-to-face meetings are desired; however, at Contractor's option and expense, a conference call meeting may be substituted. Contractor’s consistent failure to participate in problem resolution meetings, Contractor missing or rescheduling two consecutive meetings, or Contractor’s failure to make a good faith effort to resolve problems may result in termination of the contract.

22.2 Progress Meetings. During the term of this contract, the State may plan and schedule progress meetings with Contractor to discuss Contractor’s and State’s progress in the performance of their respective obligations. These progress meetings will include the State, Contractor, and any other additional staff involved in the performance of this contract as required. At each meeting, Contractor shall provide the State with a written status report that identifies any problem or circumstance encountered by Contractor, or of which Contractor gained knowledge during the period since the last such status report, which may prevent Contractor from completing any of its obligations or may generate charges in excess of those previously agreed to by the parties. This may include the failure or inadequacy of the State to perform its obligation under this contract. Contractor shall identify the amount of excess charges, if any, and the cause of any identified problem or circumstance and the steps taken to remedy the same.

22.3 Failure to Notify. If Contractor fails to specify in writing any problem or circumstance that materially affects the costs of its delivery of services or products, including a material breach by the State, about which Contractor knew or reasonably should have known with respect to the period during the term covered by Contractor's status report, Contractor shall not be entitled to rely upon such problem or circumstance as a purported justification for an increase in the price for the agreed upon scope. 
22.4 State's Failure or Delay. For a problem or circumstance identified in Contractor's status report in which Contractor claims was the result of the State's failure or delay in discharging any State obligation, the State shall review same and determine if such problem or circumstance was in fact the result of such failure or delay. If the State agrees as to the cause of such problem or circumstance, then the parties shall extend any deadlines or due dates affected thereby, and provide for any additional charges by Contractor. This is Contractor’s sole remedy. If the State does not agree as to the cause of such problem or circumstance, the parties shall each attempt to resolve the problem or circumstance in a manner satisfactory to both parties.
23.
TRANSITION ASSISTANCE
If this contract is not renewed at the end of this term, if the contract is otherwise terminated before project completion, or if particular work on a project is terminated for any reason, Contractor shall provide transition assistance for a reasonable, mutually agreed period of time after the expiration or termination of this contract or particular work under this contract. The purpose of this assistance is to allow for the expired or terminated portion of the services to continue without interruption or adverse effect, and to facilitate the orderly transfer of such services to the State or its designees. The parties agree that such transition assistance is governed by the terms and conditions of this contract, except for those terms or conditions that do not reasonably apply to such transition assistance. The State shall pay Contractor for any resources utilized in performing such transition assistance at the most current contract rates. If the State terminates a project or this contract for cause, then the State may offset the cost of paying Contractor for the additional resources Contractor utilized in providing transition assistance with any damages the State may have sustained as a result of Contractor’s breach.

24.
CHOICE OF LAW AND VENUE
Montana law governs this contract. The parties agree that any litigation concerning this bid, proposal, or this contract must be brought in the First Judicial District in and for the County of Lewis and Clark, State of Montana, and each party shall pay its own costs and attorney fees. 
25.
TAX EXEMPTION 
The State of Montana is exempt from Federal Excise Taxes (#81-0302402).
26.
AUTHORITY
This contract is issued under authority of Title 18, Montana Code Annotated, and the Administrative Rules of Montana, Title 2, chapter 5.

27. 
SEVERABILITY CLAUSE

A declaration by any court or any other binding legal source that any provision of the contract is illegal and void shall not affect the legality and enforceability of any other provision of the contract, unless the provisions are mutually and materially dependent.

28. 
SCOPE, ENTIRE AGREEMENT, AND AMENDMENT
28.1 Contract. This contract consists of (insert number) numbered pages, any Attachments as required, Solicitation # RFP15-2929J, as amended, and Contractor's response, as amended. In the case of dispute or ambiguity arising between or among the documents, the order of precedence of document interpretation is the same. 
28.2 Entire Agreement. These documents are the entire agreement of the parties. They supersede all prior agreements, representations, and understandings. Any amendment or modification must be in a written agreement signed by the parties.

29.
WAIVER

The State's waiver of any Contractor obligation or responsibility in a specific situation is not a waiver in a future similar situation or is not a waiver of any other Contractor obligation or responsibility.

30.
EXECUTION

The parties through their authorized agents have executed this contract on the dates set out below.

	STATE OF MONTANA
	(INSERT CONTRACTOR’S NAME) 

	(Insert Agency Name)
	(Insert Address)

	(Insert Address)
	(Insert City, State, Zip)

	(Insert City, State, Zip)
	FEDERAL ID # 

	
	

	
	

	BY: 

	BY: 


	(Name/Title)
	(Name/Title)

	
	

	
	

	

	


	(Signature)
	(Signature)

	
	

	DATE: 

	DATE: 


	
	

	
	

	Approved as to Legal Content:
	

	
	

	
	

	

	

	Legal Counsel
(Date)
	

	
	

	Approved as to Form:
	

	
	

	
	

	

	

	Procurement Officer
(Date)
	

	State Procurement Bureau
	


APPENDIX C: CLIENT REFERENCE FORM

The individual completing this Client Reference Form must be a responsible party of the organization for which the services were provided. This individual should have comprehensive knowledge about the services provided.

Your response will be used as part of the Offeror's response. A maximum of 30 of points are available based on your ratings.

	Client Reference Form

Company Name (Offeror):


Client:


Description of services/products provided:
	0-4

Please rank each of these items on a scale of 0 to 4, where:

5:
Agree Strongly

3:
Agree

2:
Neutral

1: 
Disagree

0:
Failed


	1. Overall, you are very satisfied with the Offeror’s products and services.
	

	2. Overall, you are very satisfied with the Offeror’s staff. 
	

	3. The Offeror communicated issues and trouble areas early, and managed them well.
	

	4. The Offeror implemented their cleaning services in an effective and timely manner.
	

	5. The Offeror implemented their cleaning services on schedule, and in accordance with the contract.
	

	6. The Offeror implemented their system within budget and in accordance with the contract.
	

	Comments:
	

	NAME:
DATE:


(Signature)

TITLE:

EMAIL ADDRESS:

PHONE NUMBER:



	


APPENDIX D: PRICING SCHEDULE
	Building
	Years 1 & 2

Annual Cost per Building
	Years 1 & 2 Monthly Cost
	Year 3

Annual Cost per Building
	Year 3

Monthly Cost
	Year 4

Annual Cost per Building
	Year 4

Monthly Cost
	Year 5

Annual Cost per Building
	Year 5

Monthly Cost

	Museum:

225 North Roberts Street
	$
	$
	$
	$
	$
	$
	$
	$

	Museum - 225 North Roberts Street

(Vacuum gallery floors every other day only)
	$
	$
	$
	$
	$
	$
	$
	$

	State of Montana Data Center:

490 18th Street
	$
	$
	$
	$
	$
	$
	$
	$

	Capitol Annex:

118 North Roberts
	$
	$
	$
	$
	$
	$
	$
	$

	Boiler Plant:

120 North Roberts
	$
	$
	$
	$
	$
	$
	$
	$

	Teachers’ Retirement:

1500 East 6th Avenue
	$
	$
	$
	$
	$
	$
	$
	$

	Diane Building:

1218 East 6th Avenue
	$
	$
	$
	$
	$
	$
	$
	$

	Secretary of State Annex:

1236 East 6th Avenue
	$
	$
	$
	$
	$
	$
	$
	$

	Political Practices:

1205 8th Avenue 
	$
	$
	$
	$
	$
	$
	$
	$

	State Tax Appeal Board:

1209 8th Avenue 
	$
	$
	$
	$
	$
	$
	$
	$

	Political Practices:

1219 8th Avenue
	$
	$
	$
	$
	$
	$
	$
	$

	Livestock-Milk Control:

1225 8th Avenue
	$
	$
	$
	$
	$
	$
	$
	$

	Mechanical Maintenance Shop:

326 Washington Street
	$
	$
	$
	$
	$
	$
	$
	$

	FWP:

1404 8th Avenue
	$
	$
	$
	$
	$
	$
	$
	$

	FWP Field Services:

1400 8th Avenue 
	$
	$
	$
	$
	$
	$
	$
	$

	Historical Preservation:

1410-1412 1/2 8th Avenue
	$
	$
	$
	$
	$
	$
	$
	$

	Grounds Shop:

425 North Roberts
	$
	$
	$
	$
	$
	$
	$
	$

	Old Liquor Warehouse:

920 Front Street
	$
	$
	$
	$
	$
	$
	$
	$

	Records Management:

1320 Bozeman Avenue
	$
	$
	$
	$
	$
	$
	$
	$

	Total Annual Cost:
	$
	$
	$
	$
	$
	$
	$
	$


APPENDIX E: BUILDING SPECIFICATIONS
Building specifications will be handed out during the Pre-proposal Conference/Walk-Through. 

APPENDIX F: CLEANING SPECIFICATIONS (STANDARDS)
Cleaning techniques detailed are intended to assure acceptable outcomes. Alternative cleaning techniques that provide equal outcomes may be approved by the State.

1.
Carpet/Rug Cleaning. All carpets/rugs shall be clean, free of spots, gum, crusted material, spillages, and removable stains. There shall be no evidence of "fuzzing" caused by harsh rubbing or brushing of carpet. There shall be no visible shampoo lines as a result of carpet cleaning. Carpet cleaning shall be by hot water extraction at a temperature that will kill and eliminate bacteria. Hot water extraction by truck-mount is the preferred method.

2.
Carpet Spot Cleaning. Buildup, spillage or crusted material shall have been removed along with spots, smears and stains. There shall be no evidence of “fuzzing” caused by harsh rubbing or brushing of carpet. Spot cleaned areas shall blend with adjacent areas. 

3.
Carpet Cleaning by Thorough Vacuuming. Carpets shall be clean and free from dust balls, dirt and other debris; nap on carpet shall lie in one direction upon completion of the vacuuming task. Note: Prior to vacuuming area, move and vacuum under all easily movable objects (chairs, waste receptacles, tables on wheels, typing stands, boxes, etc.). Be sure to replace all items moved. After vacuuming, leave all rugs clean, free from dust balls, dirt and other debris. Prior to vacuuming, broom all edges not reached by vacuum. Straight suction vacuuming is not acceptable. The State requires that a motor driven Commercial grade vacuum with HEPA filtered exhaust or equipment that meet these standards be used exclusively in all carpeted areas where water and/or snow does not present a problem. Empty dust and dirt from vacuum cleaner into a plastic trash bag, tie off and remove to a dumpster. As part of the vacuuming process, carpet spot cleaning is required on an ongoing basis.

4.
Dust Mop. Thoroughly dust mop all non-carpeted areas. Move and dust mop under all easily movable objects (chairs, waste receptacles, tables on wheels, typing stands, boxes, etc.). Be sure to replace all items moved. Dust mops must be treated with water-based dust control chemical. Place dust and dirt into plastic trash bag, tie off and remove to dumpster.

5.
Damp Mop. Thoroughly damp mop all non-carpeted areas. Move and damp mop under all easily movable objects (chairs, waste receptacles, tables on wheels, typing stands, boxes, etc.). Be sure to replace all items after floor has dried completely. Use a clean cotton mop head that is in good condition. Use clean water at all times (change water often). Mop head must be only damp. No excess water can be left behind. Approved proper chemicals at proper dilution must be used at all times. Finished floor must be clean and streak free.

6.
Floor Cleaning / Thorough Sweeping. Floors shall be clean and free of trash and foreign matter. No dirt, dust shall be left in corners, behind radiators, under furniture or behind doors.

7.
Damp Mopping / Spray Buffing. Floors shall be slip resistant, free of marks, skipped areas, streaks, and map strands. Walls, baseboards and other surfaces shall be free of splashing and marks from the equipment. The finished area should have a uniform luster. There shall be no buildup of finish in corners. Dust mopping must be performed with a treated mop. After sweeping and damp mopping operation, all floors must be clean and free from strings, bristles and dirt streaks. Leave no dirt in corners, behind radiators, under furniture, behind doors, on stairs or landings. Leave no dirt where sweepings were picked up. Leave no dirt, trash, or foreign matter under desks, tables or chairs.

8.
Wet Mopping / Scrubbing. Floors must be properly prepared, thoroughly swept to remove visible dirt and debris, wads of gum, tar and foreign substances from the floor surfaces. Upon completion of the wet mopping or scrubbing, the floor must be clean and free of dirt, water streaks, mop marks, strings; properly rinsed and dry mopped to present an overall appearance of cleanliness. 
All surfaces must be dry and corners and cracks clean after the wet mopping or scrubbing. Chairs, wastebaskets and other similar items must not be stacked on desks, tables or windowsills, nor used in place of stepladder. All furniture readily movable by one person and intended to be moved frequently must be moved during all floor-cleaning operations and replaced in original positions upon completion. Baseboards, walls, furniture and equipment must in no way be splashed, disfigured or damaged during these operations, but rather left in a clean condition.

9.
Wet Mopping / Buffing. Floors must be damp mopped and buffed between regular waxing operations. Prepare the floor by sweeping to remove all visible dirt and debris. The floor area will then be damp mopped and machine buffed to a polished appearance with a high-speed buffer.

10.
Damp Wiping. This task consists of using a clean damp cloth or sponge to remove all dirt spots, streaks, from walls, glass and other specified surfaces and then drying to provide a polished appearance. The wetting solution must contain an appropriate cleaning agent. When damp wiping in toilet areas, use a multi-purpose disinfectant and deodorizer.

11.
Stripping / Sealing. Completely remove all dirt, wax and other foreign substances in returning the floor to its original surface. Apply a thin coat of sealer with caution to prevent streaking or bleaching of floor surface. This application in preparation for waxing must be according to manufacturer’s recommendations. The stripper, sealer and wax products used must be compatible for this activity, and wax must be a minimum of 25% solids.

12.
Waxing / Buffing. Apply wax in a thin, even coat and machine buff with a high-speed buffer immediately after drying. The number of coats applied will depend on the type and condition of the floor. All waxed surfaces must be maintained so as to provide safe ANTI-SLIP walking conditions. Chairs, wastebaskets and other similar items must not be stacked on desks, tables or windowsills, nor used in place of stepladder. All furniture readily movable by one person and intended to be moved frequently must be moved during all floor-cleaning operations and replaced in original positions upon completion. Baseboards, walls, furniture and equipment must in no way be splashed, disfigured or damaged during these operations, but rather left in a clean condition.

13.
Empty Waste Receptacles. Empty all containers that are provided for the disposal of waste, i.e., waste baskets, recycling bins, torpedo-type containers, sanitary napkin disposal bins, boxes, etc. into plastic bags, tie off and remove to dumpster. Dispose of items in waste containers only unless clearly marked for disposal. Liners must be used in all waste receptacles and must be changed as needed and no less than once per month. Waste containers in restrooms; break rooms, lunchrooms and conference rooms must be inspected daily and changed as needed.

14.
Restroom Cleaning. When the State requests restroom cleaning during the day, an approved sign must be placed at the entrance warning tenants that the restroom is closed. A schedule for closing restrooms must be established with the State Contract Liaison in advance. Any changes in this schedule must be approved by the State Contract Liaison.
15.
Fill Dispensers (Restroom Cleaning). Dispensers of all types must be checked daily and filled when necessary (soap, toilet tissue, paper towels, sanitary napkin, etc.). 

a.
Dusting (Restroom Cleaning): Completely dust all fixtures, ledges, edges, shelves, exposed pipes, partitions, door frames, tops of file cabinets, etc. Pay particular attention to the tops of these items. An approved dust cloth or dusting tool, treated with water based dust control chemical, must be used. Areas not cleared by office occupant are not to be dusted.

b.
Disinfect (Restroom Cleaning): Clean and disinfect waste receptacles and dispensers inside and outside. Use proper chemicals for surface to be cleaned at proper dilution. After item has been cleaned completely, wipe item with approved disinfectant solution and allow to air dry.

c.
Clean and Disinfect Sinks (Restroom Cleaning): Thoroughly clean all sinks, including bottom, faucets, and spigots, with approved cream cleanser. Rinse thoroughly as all cream cleanser residues must be removed. Then wipe each item with approved disinfectant solution and allow to air dry.

d.
Clean Glass and Mirrors (Restroom Cleaning): Thoroughly clean all glass and mirrors using an approved alcohol-based glass cleaner. Use a soft, clean cloth. Dry completely. Surface should be streak, smear, and smudge free. Make sure attached frames, edges, and shelves are also cleaned and dried as well as the glass surface. Squeegee may be used as needed.

e.
Clean and Disinfect Toilets and Urinals (Restroom Cleaning): Thoroughly clean toilets, toilet seats, and urinals with approved acid-free bowl cleaner, rinse thoroughly. (Approved acid cleaner may not be used more than once per month and should be used on the interior of toilet or urinal only. Great care must be taken to avoid any chrome when acid cleaner is used). Wipe each toilet, toilet seat and urinal completely with approved disinfectant solution. Buff-dry to a streak, smear and smudge free “shine”. Leave seats in a raised position.

f.
Clean and Disinfect Walls, Doors, Partitions and Handrails (Restroom Cleaning): Thoroughly clean all walls (including switch and plug covers), doors (including entrance doors inside and outside), partitions and handrails with proper approved chemicals and proper approved dilution. Rinse thoroughly as needed, then wipe all areas with approved disinfectant solution and allow to air dry.

g.
Damp Mop - Disinfectant (Restroom Cleaning): Thoroughly damp mop all non-carpeted areas. Move and damp mop under all easily movable objects (chairs, waste receptacles, tables on wheels, typing stands, boxes, etc.). Be sure to replace all items after floor has dried completely. Use a clean cotton mop head that is in good condition. Use clean water at all times (change water often). Mop head must be only damp. No excess water can be left behind. Approved proper chemicals at proper dilution must be used at all times. Finished floor must be clean and streak free. Thoroughly damp mop floor with approved disinfectant solution. Allow to air dry.

Note:
All disinfectant solutions must be changed after each restroom cleaning. The disinfectant solution used for the damp mopping process is to be emptied down the floor drain in each restroom. This practice will help reduce unpleasant odors coming from the floor drains.
16.
Clean / Disinfect Showers, Shower Walls and Stalls (Restroom/Locker Room where applicable). Thoroughly clean all showers, including bottom, faucets, and spigots, with approved cream cleanser. Thoroughly clean all walls, floors, (including plug covers), doors (including entrance doors inside and outside), partitions and handrails with proper approved chemicals and proper approved dilution. Rinse thoroughly as needed, then wipe all areas with approved disinfectant solution and allow to air dry.

17.
Service Restroom. Visually check – dispensers must be filled, trash removed and restrooms spot cleaned as needed and as requested by the Contract Liaison.
18.
Remove Carpet Runners (as applicable). Carpet runners must be removed from floor to allow for proper cleaning, as needed. Be sure to remove excess water from runner with approved wet pick up vacuum before carpet runners are removed. Carpet runners must be extracted as specified during ice melt/salt usage, to maintain a clean appearance.

19.
Replace Carpet Runners (as applicable). After floor has been properly cleaned and is completely dry, replace carpet runners in their original locations.

20.
Cleaning / Disinfecting Drinking Fountains. Thoroughly clean entire exterior surface with approved cream cleanser. The grain of the stainless steel must be followed at all times. Rinse thoroughly as all cream cleanser must be removed. Wipe entire surface with approved disinfectant solution and wipe dry utilizing a clean, soft cloth and wipe item dry. The grain of the stainless steel must be followed.

21.
Stainless Steel (Brass) Cleaning (Elevators, Doors, Trim, etc.). Thoroughly clean all stainless steel (brass) not previously mentioned with approved cleaner and a clean soft cloth. Great care must be taken to follow the grain of the stainless steel at all times when cleaning.

22.
Cleaning High Traffic Areas. High traffic area is any area that would receive heavy traffic and that would require cleaning as specified. Areas would include: corridors, lobbies, waiting areas, conference rooms, or any area so designated by the Contract Liaison.

23.
Carpet Cleaning by Hot Water Extraction. Perform vacuuming, and carpet cleaning by extraction method with commercial grade equipment only (preferably truck-mounted equipment). Prior to carpet cleaning all carpeting, including carpet runners, must be thoroughly cleaned as follows:

a.
All movable items must be removed from area(s) to be cleaned (i.e., chairs, waster receptacles, all free standing tables, typing stands, boxes, plants, all temporary floor coverings, etc.) and area thoroughly vacuumed.

b.
Thoroughly spray next area to be cleaned with approved pre-treats or carpets lane cleaner used at approved dilution. Spray must be applied so those fibers remain damp until cleaned. Chemical should be left to work for 10-15 minutes.

c.
Thoroughly extract all properly pretreated carpeted areas. Agitation is necessary, using an approved motor driven brush. A minimum of three cleaning passes and two vacuuming only must be used. Approved equipment and chemicals, at approved dilutions, must be used.ADVANCE \d0
d.
All stains must be removed during the extraction process, using approved chemicals. Great care must be taken to completely remove stain removal chemicals from carpet fiber.

e.
Thoroughly spray all thoroughly cleaned carpet with approved carpet fiber protector at approved dilution. Application must be made with approved sprayer. Carpet track off mats and runners such as those found in building lobby areas, are exempt for this process.

f.
Replace all items removed for cleaning. All items moved back into place that have metal of any type that come in contact with carpeting must be wood blocked or tabbed to keep the metal off the carpet fiber until thoroughly dry. All blocks or tabs should be removed during the next scheduled regular area cleaning, provided the carpet is thoroughly dry. This could take more than one day.

24.
Spray Buff Hard Floors. Hard floor must be properly prepared before spray buffing by removing carpet runners, dust mopping, and damp mopping hard floor areas. Begin spray buffing by lightly spraying area just to the left or right of approved floor machine (buffer) with approved spray buffing chemical, at approved dilution. Buffing pad must be approved and will depend on type of finish used. Rotary floor machine (buffer) will be worked back and forth over area lightly sprayed until floor has a high, streak free luster. Then proceed to the next area, until scheduled area is completed. Great care must be taken to avoid using “loaded” pad (pad full of dried finish and dirt). Flip pad over or change to another clean dry pad often. Great care must also be taken not to allow floor machine (buffer) to run in one spot for too long to avoid burning the floor. Floor shall be dust mopped after scheduled spray buffing is completed. Replace carpet runners to original position post-cleaning.

25.
Strip / Refinish. Close and properly mark area "closed" with approved signage. Remove all movable objects from area. 

a.
Apply approved stripping solution at approved dilutions to area to be stripped. Allow solution to stand according to approved manufacturer’s recommendations. Do not allow solution to dry out or stand too long. Any finish or dirt must also be removed from walls, doors, baseboards, etc. at this time.

b.
Thoroughly agitate all floor area to remove all old finish with approved strip pad.

c.
Use wet vacuum to pick up old finish and stripper.

d.
Thoroughly mop rinse areas with clean cotton mop and clean water. Make sure walls, doors, baseboards, etc. are also thoroughly rinsed.

e.
Thoroughly mop rinse areas a second time with clean cotton mop and clean water with approved neutralizer/conditioner chemical at approved dilution. Make sure walls, doors, etc. are also thoroughly rinsed.

f.
Allow floor to air dry.

g.
If any old finish remains, repeat “a” through “f”.

h.
Continue “a” through “g” until scheduled area is properly stripped and/or rinsed.

i.
Apply thin coat of approved sealer with approved clean nylon or rayon mop head or approved clean applicator. Stripping solution finish and sealer must not be slopped on walls, doors, etc. Allow sealer to thoroughly dry.

j.
Apply second coat of sealer as described in “I” above. Allow sealer to thoroughly dry.

k.
Apply top coating and second coat of approved floor finish.

26.
Scrub - Restroom Floors/Hard Surface Stairwell Floors. Close restrooms. Remove all movable objects from area and place approved “closed” signage to area prior to completion of task.

a. Apply approved cleaning solution at approved dilution to area to be scrubbed. Do not allow solution to dry.

b. Quickly agitate small section coated with solution with approved stiff bristle brush. Be sure grouting is clean.

c. Use wet vacuum to pick up dirty solution.

d. Thoroughly mop rinse area with clean cotton mop and clean water. Make sure all walls; doors, etc. are also thoroughly rinsed.

e. Thoroughly mop rinse a second time with clean cotton mop and clean water. Make sure all walls; doors, etc. are also thoroughly rinsed a second time.

f. After floor is thoroughly dry, replace all objects moved from area. Remove signs and reopen.

g. Scrub all walls including partitions.

27.
Wall Spot Cleaning. Thoroughly clean all spots, smudges, stains, etc. from walls, partitions and modular partitions using approved chemicals at approved dilutions. Wipe dry with clean soft cloth. Also thoroughly clean all interior glass with approved alcohol-based glass cleaner and wipe dry with clean dry cloth. All surfaces must be dirt and streak free.

28.
Dusting. There shall be no obvious dust streaks. Corners, crevices, molding and ledges (including heating) shall be free of all obvious dust. There shall be no oils, spots or smudges on desk or dusted surfaces. Thoroughly dust all vertical and horizontal surfaces in all cleanable areas with approved dust cloth or tool treated with an approved water-based dust control chemical, up to and including ceiling vents, air bars, and lighting devices, window blinds, etc. Do not move dusting residue from spot to spot, but remove directly from the areas in which dirt lies by the most effective means appropriate; treated dusting cloths or vacuum tools.

a. Leave no dust streaks.
b. Leave corners, crevices, molding and ledges free of dust and cobwebs.

c. Leave no oil spots or smudges on dusted surfaces caused by dusting tools.

29.
Horizontal Surfaces. Include, but are not limited to, counter tops, file cabinets, tables, coat-racks, etc. Telephones, ashtrays, etc., must be lifted and dusted under. Do not disturb work papers. Dusting high and low includes, but is not be limited to, partition tops, pictures, chair rungs, etc. Window hangings are either Venetian blinds or drapes. Dust Venetian blinds. Lightly vacuum drapes.
30.
Clean Air Bars / Vents. Vacuum excess dust and dirt from air bars. Damp wipe clean with approved disinfectant solution and wipe dry.

31.
Glass Cleaning (Lobby). Glass cleaning is a part of the overall task of lobby cleaning. Glass cleaning shall be performed as specified. It is expected that all lobby glass, including doors, revolving doors and windows (to the limit of reach from floor level) shall be spot cleaned inside and out. All handprints, smudges, and soil are to be removed during the performance of this task. If necessary, clean the entire door, revolving door or window to accomplish clean glass.

32.
Rubbish Removal. Rubbish from a central location is the responsibility of the State. Contractor must bag all waste material and place inside containers provided for that purpose.
APPENDIX G:

MONTANA PREVAILING WAGE RATES FOR NONCONSTRUCTION SERVICES 2015
The services requested in this RFP will require the Contractor to pay prevailing wages. See Contract Section 6.


Note: This document is provided in PDF format as a separate file and may be found with RFP No. 15-2929J at


� HYPERLINK "http://svc.mt.gov/gsd/OneStop/SolicitationDefault.aspx" �http://svc.mt.gov/gsd/OneStop/SolicitationDefault.aspx�.


This appendix is a critical and necessary element of this RFP.
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