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INSTRUCTIONS TO BIDDERS

1. At the time of the opening of Proposals, each Bidder will be presumed to have read
and to be thoroughly familiar with the Plans and Contract Documents, including all
Addenda. The failure or omission of any Bidder to receive or examine any form,
instrument, or document shall in no way relieve any Bidder from any obligation in
respect to his/her Proposal, and work performed in disregard of this requirement will
invalidate any financial claim for payment by any Bidders. The Owner reserves the
right to accept or reject any or all Proposals as may best serve the interests of the
Owner, and the Owner reserves the right and option to purchase or not purchase items
at their discretion. The Owner may negotiate with one or more prospective Bidders at
the same time, in any manner it deems fit.  No Bidder shall have any rights against the
Owner arising from such negotiations or rejections.

2. All questions and requests for clarification during the Bidding period must be
submitted in writing by email to Holly Cesta; email: hcesta@smrtinc.com.  All replies
to questions, as well as any additional provisions or revisions that may be made to the
bid documents, will be issued by addenda. Addenda will be issued via email. A
Bidder’s failure to request an interpretation or correction of bid documents shall
preclude such Bidder from thereafter claiming ambiguity, inconsistency or error that
should have been discovered during a reasonably prudent analysis. The deadline to
submit questions to SMRT is 5:00pm on Thursday, February 5, 2015. The last
addendum will be issued on Monday, February 9, 2015.

3. Submission of Proposals

Proposals shall be delivered to SMCC at the address below as (2) hardcopies and (1) CD
or flash drive with all pertinent electronic files.  The CD or flash drive shall include
the proposal form as received in Excel format, and be supplemented by Revit, CAD,
Word and/or pdf documents. If you are not delivering your proposal in person,
please track shipping and inform Holly Cesta of arrival.

Southern Maine Community College
Attn: Scott Beatty, Dean of Administration
2 Fort Road
South Portland, Maine 04106-1698

Proposals are due by noon on Tuesday, February 17, 2015 for public bid opening.
Any late Proposals, amendments, addenda and/or changes in Proposals subsequent to
Bidder submission shall be subject to refusal by the Owner.

Please note that your Proposal should include a minimum of each of these documents:
· Completed Excel Proposal form
· Cover letter with bid summary including:

o Total Product Cost, Delivery /Installation Costs, Design and/or Project
Management Fees (as separate line items)

o Delivery Schedule
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o Pertinent past project experience and/or references
· Drawings or sketches to support your Proposal as needed; at a minimum

provide plan with dimensions and 3D line drawings for the following items along
with a complete list (bill of materials) of components required for each item:

o WS1
o WS2
o WS3
o LS1-LS2a (Library Shelving)

· Complete Substitution form(s) and supporting documentation for proposed
substitutions (cut sheets, images, and drawings or sketches as noted above).

· Complete Alternate forms(s) and supporting documentation for proposed
substitutions (cut sheets, images, and drawings or sketches as noted above).

4. Bidders are required to furnish a statement of their relevant, recent experience, and
financial responsibility.

5. Incurred Costs:  Bidder will be responsible for all costs related to the preparation of its
Proposal, any pre-contract activity or future negotiations with the Owner.  These may
include but are not limited to labor, administrative and supply costs, and travel by
Bidder’s personnel.

6. Vendor Analysis: Each bid submitted shall be assigned a numerical value of up
to 8 points, awarding points as indicated for each of the following items:

a. (1) Point: Vendor provided all required information outlined herein.
b. (1) Point: Demonstration of Vendor’s ability to complete project, and do

so on schedule.
c. Up to (3) Points: Provide up to (3) examples of past performance;

references and examples of recent work of similar scale, scope, and
type.

d. Up to (3) Points: Past performance and experience of proposed project
team. Points awarded based on overall experience of project team,
experience of project team working together, and relevance of project
team’s experience (project type/scope).

7. Item Analysis: Each item submitted shall be assigned a numerical value of up
to (5) points, awarding (1) point for each of the following items. Substitutions
and Alternates will be awarded values based on the same system, and
evaluation items as indicated:

a. Vendor has supplied all pertinent information required for item analysis per the
requirements outlined herein.

b. Item bid is manufacturer and product indicated as basis of design.
c. Item has been bid accurately with all special features, and components of

the furniture that are required for effective program performance
indicated; Substitutions and Alternates: Appropriateness of item compared
to functionality (special features and required components), item construction,
and durability of Basis of Design item.
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d. Item bid clearly indicates accurate pricing/specification of COM fabrics,
custom laminates, and other finishes indicated. If a product is being
submitted as a Substitution or Alternate, and the basis of design item
has been with a custom laminate, metallic paint finish or COM fabric,
pricing and specification of substitution should reflect finishes specified.

e. Item has been accurately and clearly bid as specified, at lowest cost.
f. Item has been accurately and clearly bid as a Substitution or Alternate that is

deemed by Designer to be of comparable aesthetic and of comparable or better
quality than basis of design item, at lowest cost.

8. The Vendor with the best performance based on the evaluation factors outlined in
Sections 6 & 7 of this document, will be considered the best value vendor, even if that
vendor’s Total Project Cost was not lowest. If an alternate or substitution is deemed
acceptable by designer, the score for that item will be included in lieu of score for
basis of design item submitted.

9. Substitutions:  It is expected that the manufacturer and product specified as basis
of design, will be the item bid, unless vendor is unable to bid that item. The
purpose of such specifications of product is to establish a quality standard and to make
known to Bidders the type, quality, aesthetic and special features of furniture and/or
equipment required.  However, should a vendor not be able to provide an item as
specified, they may submit a Substitution. The Bidder will identify the substitution
on the proposal form.

10. Alternates: If a vendor would like to submit an alternative option in addition to a
basis of design item, that they feel is of comparable aesthetic and comparable or
better quality at a similar or more competitive value, they may do so. No more than
one (1) alternate may be submitted for any one (1) item. The Bidder will identify the
alternate on the proposal form as instructed, but will NOT put the cost in the
Product Total.

11. Information to be Furnished with Bid for Alternates: In addition to the Alternates
Form supplied with this bid package, The Bidder must submit with his/her bid,
detailed published factory specifications, circulars, and all other necessary data on
the furnishings and equipment proposed to be furnished.  If the items offered differ
from the provisions contained in the specifications or plans such differences must be
explained in detail.  The bid will receive consideration if such differences do not
depart from the intent of the specifications and plans and are in the best interests of
the Owner as interpreted by the Designer.  However, should the equipment differ in
any respect from what is specified, sample proof must be submitted with the proposal
in the form of complete drawings, product photos, samples, and/or other factual data
indicating that all essential requirements of the specifications have been met.  Refer
to paragraph 1.5 of Product Requirements section (016000) for more information.

12. Information to be Furnished with Bid for Substitutions: In addition to the
Substitution Request Form supplied with this bid package, The Bidder must submit
with his/her bid, detailed published factory specifications, circulars, and all other
necessary data on the furnishings and equipment proposed to be furnished.  If the
items offered differ from the provisions contained in the specifications or plans such
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differences must be explained in detail.  The bid will receive consideration if such
differences do not depart from the intent of the specifications and plans and are in
the best interests of the Owner as interpreted by the Designer.  However, should the
equipment differ in any respect from what is specified, sample proof must be
submitted with the proposal in the form of complete drawings, product photos,
samples, and/or other factual data indicating that all essential requirements of the
specifications have been met.  Refer to paragraph 1.4 of Product Requirements section
(016000) for more information.

13. Vendor warrants compliance with and agrees to be bound by any and all applicable
State of Maine’s provisions governing sale of products or services.

14. No Proposal may be withdrawn during a period of sixty (60) calendar days immediately
following the opening thereof.  Vendors must hold the unit price of products until the
Building has been occupied.

15. No Contract may be assigned or transferred without the written consent of the Owner.

16. Samples: The Designer reserves the right to request an actual sample of the
furniture, custom designs and fabric, at the Bidder's expense, including transportation
and handling both ways, of any item quoted either prior to or after award is made by
the Owner.  If the sample is not in accordance with the requirements of the
Specifications and Plans the Owner will reject the bid; or, if the award has been made
shall take action to cancel the award.

17. Installation Schedule: The building will be occupied by 31-May 2015. It is expected
that installation of all FF&E items will be complete no later than May 22, 2015. The
contracted vendor shall be responsible for staying up to date on construction schedule
and shall accommodate construction delays as required without incurring cost to the
Owner.

The Vendor shall deliver inside the facility, uncrate, set up and set in place the items
of furniture, furnishings and/or equipment, as described in the various parts of the
specifications and drawings.

The items are to be received by the Owner (in perfect condition). Vendor must
provide an estimated Schedule of Delivery in his/her Proposal.

The Vendor is responsible for storing and holding furniture and materials at Vendor’s
cost until approved for on-site delivery. All materials shall remain the responsibility
of the Vendor until accepted by the Owner.

Note:  The necessary coordination for delivery, access and installation shall be with
the approval of the Owner.  Vendor to confirm final delivery date and location with
the Owner after award of contract.

18. Installation Requirements: All work included in the plans and specifications shall be
carefully fitted into place.  It shall be at the responsibility of the Vendor to verify all
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as-built dimensions at the building and to be responsible for the accuracy of all work
that must be fitted in the specified areas. The Vendor shall also be responsible for all
final item quantities. The Vendor’s past performance on recently completed contracts
will be taken into consideration in determining the award of this contract.
All material shall be properly stored by the Vendor to assure that it is protected from
the weather and theft.

The Vendor will be responsible to provide and remove any temporary protection as
required to protect the existing materials and finishes from damage caused by its
work.

The Vendor will also be responsible for removing all waste generated by FF&E
installation from site.

Vendor shall visit the site and evaluate delivery conditions prior to delivery dates.
Delivery and installation shall be performed in coordination with the General
Contractor.

Each item must be tagged to the location (building and room number) that they are to
be delivered to.  Unmarked items will be refused at the site by the Owner.
There will be a single point loading dock for delivery of items.

19. Material Deliveries and Contract Delays: The Vendor shall coordinate deliveries with
the Owner. No financial claim for any payment whatsoever shall be brought against
the Owner or Design Team for any building construction delays.

20. Expediting and Coordination Requirements: The Vendor shall provide the name and
telephone number of the person or persons responsible for expediting, coordination
and installation of items to the Designer and Owner.

21. Finish Samples: The Vendor shall furnish to the Designer one (1) copy of all finish
samples.  The process and schedule for samples will be reviewed after award of
contract.

22. Guarantees: The Vendor shall guarantee the labor and materials, in writing to the
Owner, of the products supplied for a minimum of one (1) year after completion of
delivery, installation and acceptance by the Owner.  If longer guarantees are
available, this shall be stated in the Bidder's proposal.
NOTE: The dealer shall provide to the Owner (2) two copies of all manufacturers’
maintenance, warranty information and cleaning guide/requirements for all
furnishings, finishes and upholstery in both electronic disk and hard copy manuals.

23. Inspection and Acceptance Of Furnishings: If any furnishings delivered under the
contract fail to comply with the detailed specifications, or is defective, the Bidder
shall be notified and shall be required at the discretion of the Owner to:

A. Replace without additional cost to the Owner the defective unit of furnishings with
a satisfactory product and provide temporary product without additional cost, or
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B. Refund to the Owner the sum of money paid for the amount of furnishings found
unsatisfactory and to make such disposition of the defective materials without
additional cost to the Owner.

24. Certificates:
Flameproof
The supplying vendor may be required to submit test reports for all products specified.

25. Upholstery Confirmation
 It is the responsibility of the Vendor to confirm with all seating manufacturers the

appropriateness and approvals of all COM fabrics and polyurethanes with their
upholstery techniques prior to providing final bill of materials for review by Designer
and Owner before ordering products.  It is also the responsibility of the Vendor to send
to the designer all  cutting of  all  upholsteries  for  approval  prior  to the fabrication of
any furniture.


